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ABSTRACT 

The first section of the business education 
curriculum guide for grades 9-12 provides brief statements ccmcerning 
program descriptions, goals, course offerings, and objectives. 
Section 2 provides detailed descriptions and objectives for the 
loll oving^ courses: accounting, advanced typewriting, bookkeeping, ^ 
business economics, business information processing, business law^ 
business management, clerk-typist,- introduction to business, office 
practice and procedures, personal typing, shorthand, stenography, 
survey of information processing, typewriting, and cooperative office 
education. Part 3 briefly discusses contemporary teaching strategies; 
defines individual, disc'overy, group, unit, systems, multimedia, 
cocurricular, and laboratory instructional approaches; enumerated and 
describes instructional techniques within these -approaches; and ' 
offers detailed outlines specifying suggested teaching and learning 
strategies, organizational alternati'ves, and sample units for thei^ '^'^ 
following: basic business .courses, bookkeeping/accounting/data 
processing and related training courses, stenographic and related 
training courses, typewriting and related training courses, and 
cooperative office education-. {JH^ 
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LETTER OF TRANSMITTAL 



Program of Studies defines the instructional program 
to be implemented in Fairfax County Public Schools. It 
is to be used by schools in^establisl^ing their Commitment 
to Education as' well as a basis for meeting Standards of * 
Quality'in Virginia. Schools are encouraged to develop' 
supplemental objectives and program variations in accord 
with local needs and with the approval of the area super- V 
intendent. During the school year 1974-75 the program 
descriptions and the objectives are subject to intensive 
rev^^w in an attempt to achieve consensus. 

y The Program of Studies will continue to he developed 
^through the invol-vement of administrative and instructional 
personnel^ students^ * parents , and other members of the com^ 
ntunity. Revision is part of the design of the Program of 
Studies in order that all persons in the community may 
participate fully in developing a current, relevant in- 
structional program. 

The success of the Progf^-.'^of Studies will depend 
primarily upon its utilization by teachers ahd on the 
continued ^ducati'onal development of our students. 




S. Qjftiti Davi,s 

Division Superintendent 



September 3, 1974 



• INTRODUCTION 



The Program of Studies defines the instructional program for 
Fairfax County Public Schpols, kindergarten through gr^de twelve, 
and is organized as follows: 

f ^ 



Section 


A 


- Program Description and General Goals 


Section 


B 


- Program Objectives 


Section 


C 


- Suggested Teaching/Learning Strategies 


Section 


D 


- Prerequisites for Student Placement 


Section 




- Program Evaluation 


Section 


i 

F 


- Instructional Material Requirements 


Section 


G 


- Program Supii^oi^t Requirements 



At present the sections are in various stages of development 
During the fall of 1974, instructional personnel will receive for 
use and reactibn Sections A and B, and working drafts for Section 
C. The other sections will be written, reviewed, and completed 
at later dates as they are dependent upon Sections A and/ B. 
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BUSINESS EDUCATION SERVIC7, 
STATE DEPARTMENT OF EDUCATION 
BUSINESS EDUCATION OCCUPATIONAL PROGRAMS 
RECOMMENDED. CLASS SIZE 



Name of Program 
Advanced Typewriting 
Bookkeeping 

Busi'hess Info Processing I 
Business Info Processing 11 
Clerk-Typist I 
Clerk-Typist II 
Introduction to Business 



Office Practice & Procedures 



^ Record Keeping 
Shorthand 
Stenography I 
Stenography II 
Typewriting I 



Course Code 
. 6154 
6311 

6640 (Block) 
6650 (Block) 
6159 (Block) 
6160 
■ 6110- 
6410 
6330 
6211 
• 6250 (Block) 
6260., (Block) 
6151 ■ 



Maximum 
Students 

25 

25 

15 

15 

25 

25 
25 
25 
25 
25 
25 
25 
30 
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BUSINESS 
EDUCATION 



General Program Description 

Business Education' is an elective program which includes basic, 
supplemental, and career preparatory courses to provide training for 
students: 

I Seeking training for gainful employment, job adjustment, and 
business career advancement in ^stenographic, clerk-typist, 
business data proces^sing, and related occupations 

Desiring personal-use skills for conducting their everyday business 
affairs 

Pursuing non-office jpb objectives . is 
Vishing pre-college preparation in business ■ 

Seeking practical on-the-job trajjpiihg'^with a cooperative employer 



General Goals of Total Program 

Tlj^ business education program is designed ' to: • 

Provide the basic business knowledge needed for effective participation 
in a fr^e' enterprise sy^atem ; ^ ^ 

Foster an appreeiati-on of the dignity of wprkiag * ' ' " 

Develop a positive /rel^^tionship betweeh <:lassrt>om standards of 
performance and standards of performance required by- business 

Encouirage students-t6 develop the -attitude and tracts fundamental to 
good interpersonal relationships ^' . - , *; 

' • V • ^ 

Afford opportunities for the constructive -ujBe of leisute time and 
for t*he development of leadership , abilities through the club activities^ 
'of "the Future Business Leaders of America • * ' 
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Section A * . 
September 3, 1974 . 



Business Education Course Offerings 



'Course Number 



Course Title 



Class Periods Credit 





O J 




180 




O 1 


riU Vdn^tf U X y pew 1. JL I- J^il^ 
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A'^ 1 1 




180 




6144 


Business Economics 


180 




6640 


Business Info Processing I 


360 




bo jU 


DUS me bS im U r^Uy^tio b JLLlg i-i. *' 


160 




• 6131 


Business Law * 


-00 




6135 


^ Business Management 


90 




6159 


Clerk-Typist I * ^ 


360 




6160 


Clerk-Typist II 


180 




6110 


Introduction .to Business / 


■ 180 


1 


6410 


Office Practice and Procedures 


' 180 




6157 


Personal* Typewriting 


90 




6330. ' 


Record Keeping 


90 




6211 


Shorthand t 


180 




6250 


Stenography I - . 


360 




-6260 


Stenography II 


■ 360 




6611 


Survey of Info Processing 


90 




6151 


Typewriting I 


180 




■ 6500 


Cooperative Office Education 


450 
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Definition'of Course Objectives . ^ • 

Obiectives4n business education are stated in specific terms upon , the 
completion of' each course and are stated in minimal terms for the average 
student Student objectives are Stated in terras of behavior and are related 
to the projected requirements for employment or minimum proficiency levels - 
for conducting personal business activities. The objectives are stated- in 
m6«get?rble terras to assess each student's achievement within- the program. • 
Teaching strategies and activities have been designed to raeet these objecl^ives. ■ 
and to provide optimum individualization of instruction. 
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Accounting (6121) ' 
* Section B I \ 

1 Credit ' Grades .11, 12 September 3,: 1974 ff 

T * ^ 

Prerequisite: Above average general achievement * . v / . ' 

Part I is the first 45-day segment of a 180-day course in Accounting. This 
part includes a review of the basic accounting cycle with emphasis placed 
on correct analysis of transactions atid proper recording in journals, 
ledgers, and end-of-f iscal-period working papers and financial statements^ 
An overview of automatic data processing is presented 'as' it relates to ^ 
accounting. Through the use of departmental records for purchases, cash 
payments, sales and cash receipts, the student can determine how each depart- 
ment affects the total income ar toss in a business. ' fk. 

Part II is the second 45-day segment in a four part series. This p^^rt 
includes a discussion of the principles of partnership accounting including 
organization and formation of a partnership, division of earnings, and er^d- 
of-f iscal-period. work. Corporation accounting is Introduced as a contrast^ 
to partnership accounting and includes topical areas of corporate organization, 
'emphasts on the capitaT section t)f the balance sheet, long-tferm obligations, 
and end-bf-f iscal-period work. Accounting control system uitroduces the 
student to fhe means' by which financial operations of a business can be 
controlled. The means of control included are: a voucher system, cash 
s:ontrdl system, inventory control systeA, and budgetarjf control system. 

.Part III is the third. 45-day segment in a four part series. This part 
includes ways in which a business keeps detailed payroll records including 
. 'deductions from empldyees'^ wages, payroll taxes, and the kinds pf reports 
.describing payroll data that a business prepares for submission to various 
governmental units. (NOTE:. Students also learn Ikw^ to prepare both federal 
and state individual income tax returns.) Tlie student will be introduced to 
the essentials for understanding cost accounting in a simple accounting system 
for a service department in a manuf acturin^*>usiness. As culminating activities 
the students are introduced to accounting for sales* tax, prbperty tax, 
business income tax, notes and interest; drafts, and trade acceptances. 

Part, IV' is the fourth 45-da:; segment in a four part series. This part is 
cie^gned to, introduce methdds by which the student will analyze financial 
statements and determine significant factors about the financial condition 
of a bus ine j^&^*S lhes^ anal^Jtical methods wi^ include analysis of the sources 
/'and applicatibns of funds through statement preparation based on working ^ - 
/capital and cash which affect the decision-making process. Special procedures 
in sales accounting for installment, credit card, and COD sales are presented. 
. Tlie final unit of the -course, Management of Accounting Information, is 
4esigned>o .that the stu<Jent 'can ajlply his/her 'total accounting knowledge to , 
the "st-ud5' of a live 'case and the' preparation of a formal report. 
' • '^".'^ *' ' ' . < , 

' . ^ * r' ' ^N^nilminn Terminal Objectives 

The student-Villt' ^ ' ^ ^ 

I. Accounting -Gycle'Tand Automated Accounting Sy&tems, 

A. Record, w;li:h.-^0 pl^rceht accuracy in a comBinktion journal, entries, 
affec^iitig. ass^Kt«',%lk&ilities, and ownier's equity from a list o^ 
15 trai>8'^cit:i6jis.' ^ . \' i • 

. * ^ ' K\ ' ' ' .* ^' ; ' ' / J - 



' ' ' ' Accounting (6121) 

Section B' 
September ,3, 1974 

B. Define a selected vocabulary list of ADP terras as they relate to 
accounting: 

1. Data processing 

2. Automatic data processing ^ 

3. Input/output media 

4. Computer program* , , . • 

5. Data field 

6. Batch processing 

7. Master card 
' 8. Detail card' 

II. Specialized Accounting Procedures 

A. Record, with "80 percent accuracy, data affecting purchases and skies, 
in the appropriate journal from a given list of ten transactions. 
Reconcile a bank statement with 100 percent accuracy involving a 
bank service charge, outstanding d§posits, and outstanding checks, 
when given the required inf o]rmati:on. 

r C. Record with 80* percent' accuratjy^d jus t^gent^ f rom -^ve sets of . 
information concerning bad debfs and fixed assets. 

D. Record accurately in -the appropriate journals given transactions 
affecting accrued and 'deferred Income and expensesi ^ 

E. Define three identifying* characteristics of' a partnership. 

P. Compute from given data the division of nef- income for a partnership 

according to capital ratios and record the appropriate journal 

entries with 80 percent accuracy. 
G. Define five characteristics of a corporation. 
' H. Record from given data with 80 percent ♦accutacy net income, dividend 

distribution, and sales of capital stopk for^ a corporation. 
I. Prepare accurate records involving ten transactions in a voucher 

control system, an inventory control system, and a budgetary control 

system. 

J. Prepare from given time report with 80 percent accuracy a payroll 

register, an employees earnings record, ancl a paycheck. 
K. Prepare with 80 percent accuracy cost accounting records for a 

service business from given information. . 
L. Record with 80 percent accuracy five transactions involving sales 

tax and property tax. 
M. Record with 80 percent accuracy five transactions involving notes 

receivable and notes payable. 
N.' Compute with 80 percent accuracy ten sales involving credit cards, 
' and record the transactions in a combination journal. 

. III. Analysis and Interpretatl?on of Accounting Systems 

A. Compute with 80 percent accuracy ten financial statement analysis 
ratios and analyze the results for simple interpretation. 

B. Explain the basic functions of an accounting department as it 
relates to the organization as a whole. 
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Advanced Typewriting (6154) 
Section B 

September 3, 1974 ♦ 



1 Credit ^ Grades 11, 12 

Prerequisite: Typewriting I 

Part I is the first 45-day segment of a 180-day, one period course in 
Advanced Typewriting. In this part emphasis is placed on advanced type- 
writing skill development; administrative/office style typewriting; 
government/military typewriting; and increased speed building; 

Part II is. the second 45-day segment in a foilr part series. In thi»> ^art 
emphasis is placed on the statistical typewriting of insurance fornis,/.real 
.estate office forms,' technical forms, and financial instltutio^ forms'^, 
and increased speed building. \ ' ^ ^ 

^. 

Part III is the third 45-day segment in a four part series. In this part 
emphasis is placed on legal terminology; legal typewriting techniques and 
reference materials; responsibilities df the legal secretary; typewriting 
o^ legal contracts, real estate documents, civil and criminal action 
documen^ts, fiusiness organi^atiofls^-pattnerships/corporations documents, 
auto negligence and insurance documents, bankruptcy sets, wills; and 
increased speed building. 

Part IV is the fourth' 45-day segment in a four part series. ^ this part 
emphasis is placed on medical terminology; typewriting of hospital reports, 
military discharge summaries, miscellaneous reports— x-ray reports, 
autopsy reports, etc., medical insurance fortns, medical articles, . medical 
letters; and increased speed building. 

Minimum Terminal Objectives 

The student will: ' 

I, Advanced Skill Development 

A. Compose at the typewriter a response (approximately 150 words) to 
^ a given topic applying correct rules governing capitalization, 

punctuation, and spacing, with 80 percent accuracy. 

B. Type a five-minute timed writing on new-matter, straight-copy 
material at 45 gross words a minute With a maximum of seven 
errors. 



II. Administrative/Office Style Typewriting 



A. 



B. 



Type from straight copy a two-page Administrative Management Society 
style letter with one carbon and all errors neatly correc^ted 
(allow 20 minutes). 

Type given information on provided specialized business forms (e.g., 
purchase order, invoices, etc.), with 80 percent accuracy. 
Type from given Information a form letter on a spirit master or 
offset master correcting all errors in usable format (allow 20 
minutes). 
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III. Government/Military Typewriting 



Ad^^nced Typewriting (6154) 
Section B 
September 3, 1974 



B. 



Arrange properly and type from a given rough-draft data of 
approximately 200 words a partial text of a speech, on 8" x 
5" cards, with .^0 percent accuracy. - ' \ 

Type a lOO-word military styTeT letter from given data in 
usable format on special sire paper (8" x 10^") correcting 
all errors (allow 15 minutes). 



IV. Statistical Typewriting 



A. 



B. 



Set up and type a four-column ruled financial table, containing 
leaders^, columnar headings, and numbers and symbols, in correct 
alignment with all errors neatly corrected and no more than 
fiVe errors in form and arrangement. > 

Fill >n and type correctly an accident report from given ^data 
with 80 percent accuracy on form and arrangement; and all 
errors neatly corrected. ' , 

Align and type in coisrect form and arrangement given %ata of a 
q.uarterly sales repo^;^ for a real estate agency with all errors 



neatly cbrrectec?. 
Legal Ty^ewri.ting 



r. 



on 



B. 



Type a well-arranged partnership agreement from given data 
provided legal cap (ruled) paper, with all errors neatly 
corrected (allow 20 minutes). 

Select from a given list of incorrectly spelled words the 
correct spelling of five basic legal terms and define, with 80 
percent accuracy/ 



VI. 'Medical Typewriting 



A. 



B. 



Spell, define and type the correct terras from a given/list of*" 
ten medical abbreviations (80 percent accuracy on spelling ancj^ ^ 
definition). * ^ / . 

Type in usable format a medical history report from given data 
witH\all errorsneatly coriJficted (allow 20 minutes). 
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Bookkeeping (63H) 
, " Section B 

1 Credit ^ - ' Grades 11, 12 September 3, 1974 



^Prerequisite: Average skill in general mathematics 

Part I is the first 45-day segment of a 180-day course in Bookkeeping. This 
part will include instruction in the following areas: review <)f business 
and economic systems; and the bookkeeping cycle. 

Part II is the second 45-day segment in a four part sefies. This part deals 
with banking services that are available to ind^ividuals and businesses. 
Major emphasis is given to the accounting procedures used in a merchandising 
business ♦ These procedures include: buying and selling merchandise or 
other items in .the bu^ness; paying and- receiving cash for items or 
merchandise sold or purchased; computing discounts taken and allowed on 
app^Qpxiate transactions, making allowance entries on sales and purchases; 
making special entries; preparing a *trial balance to prove the accuracy oJ& 
the general ledger; and preparing the schedule of accounts receivable and 
accounts payable , to*- prove the accuracy of the subsidiary ledger. 

Part III is the third 45-day segment in a four part series. Since Part IIJ 
provides a* review of Part II, it, is possible for a student to continue 
with this part of thi^^ourse at a later time. Material to be covered in - 
Part III includes- the following: payroll tecords; income taxes; review of 
Part II; end of fiscal, period work for merchandising business; and a 
■* simulated project. 

Part IV is the fourth 45-day segment in a four part series. It will include 
instruction in the following areas: notes and interest; bad debts; 
depreciation of fixed assets; disposing of fixed assets; accruals and 
deferrals; introduction to data processing; and a simulated project. 

Minimum Terminal Objectives 

The student will: 

I. Business and Economic Systems ^ 

A. Identify two *of three major forms of business organizations. 
^B» List a minimum of two characteristics, two advantages and two 
disadvantages of each. 

II. Bookkeeping Cycle ■ ^ *^ 

A. Analyze and/or journalize the following transactions into their 
debit and credit parts with 80 percent accuracy: 

1. Cash transactions ' 
' „ a. Cash sale involving sales tax 

b. Additional investment ^ 

c. Accounts receivable 

d. Accounts payable 

e. Withdrawals 

f. Pajrment of expense 

g. Purchase of merchandise 

h. Purchase of asset (without trade-in) 



^ ^ . . • Bookkeeping (6311) 

Section B 

« ; , ^ . September 3, 1974 . j 

2. » Sales transactions 

a. On account v^^^ . ' • ' 

b. Returns and allowances ' 

c. Discounts 

3. Purchases transactions ^* ^ 

a. On account;* 

b. Return^ atid allowances ^ 

c. Discounts 

4. Payroll and tax transactions * ' ^ " , 

a. Payment of t)ayroll * , 

b. Record employer |s tax liabilities 
5» . Petty- cash transactions ^ 

a. Establishing the fund 

b. Replenishing the fund < ^, 
6, Adjusting entries ^ ^ 

a, Merchandi^l^ inventory (two entries involved) 

b. Prepaid insurance v 

B» Post two given miscellaneous transactions ^rom a general journal 
to the appropriate general ledger accounts and number the sequence 
in which each part is posted, with 100 percent, accuracy. 

C. Identify the classif icaticfns of accounts which appear on an income 
statement of a merchandising business. 

D. Explain how the following affect the, capital account: " net Ipss, net 
income, and withdrawals. a 

E. Identify the classif icationS'TTf acTOunts which appear on a balance 
sheet. 

III. Depreciation, Bad Debits, and Promissory Notes^ ' 

A. Compute from a given set of data for a fixed asset,. with^ 80 percent 
accuracy, straight- line depreciation and book value after one year. 

B. . Define the term "depreciation" and discuss why^ it is important to 

record it. » ^ 

C. Identify and discuss at least ond way to dispose of a fixed, asset. 

D. Identify and expl^ain at least one of the various methods of 
estimating bad debts. 

E. Explain how bad debts expense, and allowance for bad debts are , / 
reported on financial statements. * ^ / 

F. Explain why promissory notes are used. ' j 

G. Determine the maturity ddte on ^at least three promissory notes 
f rora ithe data giveh with a minimum of 80 percent accuracy. - ' 

H. Compute interest without interest tables on at leas^t three notfts, 
with a minimum of 80 percent accuracy. . i 

I. Explain how notes payable and interest expense affect financial-" 
statwnents. • • 

IV. Banlcing Activities 

A. Prepare four checks in good fpra Indluding the chep4r s\:,ub or 

register for given business transactions to include one\de*poslt 
and one service charge with 100 percent accuracyJ \ 
^> B. Reconcile a bank statemen^t which includes at leaat one outstand- 
. ing deposit, five outstaKding* checks, and a bank Service charge, 
and make the necessary corrections wi^h 100 percent accufacy. 




ERIC .-^ 



Bookkeeping (6311) 
Sectiort W[ 

Data Processing , Septembers, 1974 

A. List three applications' for a coraputer. 

B. Suramari-ze the difference between hardware and software. 

C. Give one function for each of the five 'major components in a 
data processing system (input, storage, control, logic, output). 

D. Define the following basic terras in data processing: ^ - 

1. Automatic data processing e * 

2. Card column 

3. Coding . • ^ 
4.. Data 

5. Field * * 

6. Input/output media 
-^-77 -Memor^^ 

8. ^]^ogram "n^ 

9. SoXir^e document 

E. List four data processing occupations and give one duty of each. 
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Business Economics (6144) 
Section 

1 Credit Grades 11, 12 September 3, 1974 

* 

^Prerequisite: ^ . , . 

Part I is the firist 45-day segment of a 180-day course in. Business ^ ' 
Economics in which the student will learn about the basic f unctions^'and 
organization of business. In this part the nature of economics is 
introduced and instruction in the following areas is given: characteristics 
of the American economy; national and personal economic goals; laborl ^ , 
and inflation and deflation* 

Part II is the second 45-day segment in a four part series in Which the , 
student will learn his/her role in business as a consumer^ In this part 
the effects of marketing on the economy is introduced and instruction in 
the following areas is given: wise shopping guides, banking sepices, 
financial management and using credit, and the effect of credit on the 
economy. 

Part III is the third 457day segment in a four part series in which the 
student will leam^about Investments and insurance, both of which will 
help the student in planning for his/her future. In this part investment 
programs are introduced and instruction in the following areas is given: 
securities infoirmation , determining housing needs, and providing insurance \ 
protection. ' 

Part IV is the fourth 45-day segment in a four part series in which the 
student will learn about his/her government's role in the economy and 
environment. In this part governmental controls are introduced and 
instruction in the following areas is given: taxation, career selection, 
and ecological influences. 

Minimum Terminal Objectives 
The student will: - s ' 



I. Economics of Business and the Consumer > 

A. 'Describe two universal economic problems ai>d list three activities 
that must be performed in solving these problems. 

B. Describe the three characteristics of our American economy. ; 

C. Identify the characteristics of the three types of business* \ 

D. Explain two primary causes of inflation and three federal govern-^ 
ment controls to curb it* 

E. Explain the effect labor unions have on business and list four 
specific aims of labor unions. 

II. Marketing, Banking and Financial >!anagement 

A. Explain the effect advertising has on consumer spending. 

B. ' Indicate a knowledge of wise buying guides by listing five . 

primary criteria used by a wise buyer. 



Business Economics (6144) 
y . ' ' ' ^ Section B 

September 3, 1974 

€• Determine whether the five elements of a cotxtract are present 

and identify each from given case situations, 
D. Denote four functions of the Federal Reserve System. 
'E. Identify four 'principles of wise financial management. 
F. Explain three advantages and three disadvantages of using credit. 
' G. Compute the interest rate or finance charge arid determine the 

actual cpst of credit 'in given 'problems. 

III. Investments an'd Personal Protection 

A. List six^vof eight major types -^of investment choices and discuss 
the advantages and' disadvantages of ^ach. > 

B. Interpret' from a sat^ple column ^ the New York Stock Exchange 
quotations the information for five given stocks, with 80 percent 
accuracy. f * 

C. Describe" three advantages and three* disadvantages cj^f home owner- 
ship. ' 

D. Explain the principle underlying insurance and list one major 
function of insurance companies.* . 

E. State two major objectives of planning a life insurance program 
and list three types of ordinary life insurance. 

F. Identify two major provisions of the Federal Social Security Act 
as passed in 1935. 

V 9 

IV, Government Influence, Careers, and Ecfology 

», 

A. Denote ar^^ interpret four methods o'^^^overhment regulation of 
busine^. * 

B. Explain two services or benefits pirovided by federal, state and 
local tax revenue^ 

C. "Indicate a knowledge of the sources of federal government ^unds 

by listing three. 

D. Complete a 1040 A*- (short form) income tax return when given the 
necessary information, with 80 percent accuracy. 

E. State five considerations in selecting a career. ^ 

F. State the effects of given solutions for three conservation 
problems oA the economics of business or the country. . ^ 



-9- 



2 Credits 



Grade 11 



Business Info Proce^spLng I (6640) 
Section B 
September 3, 1974 



Prerequisites: Introduction to Business and Typewritingt«I 

Part I is the first 45-day segment^ of a 180-day, double-peripd cours 
Business Information Processing l/ It introduces* data processing. an( 
instruction as to the importance and evolution of data processing/ 
emphasis is placed on under standir^g basj.c concepts and fundamental p 
applicable to the processing of information. Major topical areas in 
introduction' to and history of the computing industry, fundamentals 
keypunching, functions of the sorter, and application training on ^d 
and calculating machines. 

Part II is the second 45-day segment in a four part series. Major ejm'ph, 
is placed on business information applications and their impact on hiisi 
decisions. Topical areas include the study of the basic^ accounting qyc] 
payroll applications, and the ,use of data processing for reconciling; 
statements. 



Part III is the third 45-day segment in a fout part series. Major 
is placed on the introduction of the elements of computing and data 
systems. Topical areas include introduction to computers andprogr^i 
program development process, and programming in the BASIC language. 



^tiphasis . 
processing 
npning^ 



Part IV is the fourth 45-day segment^ in a four part series. Major ^nlphasis 
i$ placed on the extension and mastery of the BASIC programming language 
and a survey of the various t^pe^and application of compiTer languages, 
Major topical areas include BASIC (continued); introduction to a don^jll^r 
language; and a practicum in acdourfting systems. 



Minimum Terminal Objectives 



The student will: 



I. Basic Concepts 

A. Interpret the Hollerith code for alphabetic and numeric ^data 5r\om 
a punched card. 

B. Perform with 80 percent accuracy five problems in addition and\ f ive 
in subtraction on a ten-key adding/listing machine and five 

V , problems, in multiplication anjl five in' division using an 'electr\otiic 
\ * calculator. • < 

V^C; Demonstrate an understanding of keypunching techniques: 

1. Prepare a. card layout from a given set of data using numeric\j 
alphabetic, duplication, and skip fields. 
' 2. Keypunch from the 'card layout a program drum catd. 

3. ' Keypunch, using the prpgram'drum card, 250 correct characters^ 
in five minutes from a given set of source documents. 
D. List four entry- level occupations in data processing ^d ^iv^ one* 
responsibility for each. * ^ ^ 

^E. Sort alphabetically, numerically, and -selectively on four c^rd 
columns yf or 50 cards using a punched-card sorter. 



Business' Itifo Processing I (6640) 
Section :B- ^ 
September -3, 1974 
• " */* • • 

F., Define basic terras' in business data processing such as: - 
Address , > ' . Compiler ' . * ^ Memory 

Alphabetic field Core storage 9-edge 

Alphameric field Data ^ Program 

< Automatic data processing External storage Progtammer . 

(ADP) ' Field ^ " Right-justif ied 

branching Input/output* media ^ Source document 

^ \ Card column \ • Magnetic ink charactfer*" Template 

COBOL . i recognition ^(MICR) 12-edge 

Coding , ^ 'Master card ** 

* ♦ , » 

II. '' Accounting Skills and Concepts ' • • 

A. Analyze and/or joumalize^the following transactions into tfieir 
debit and credit parts, with 80 percent accuracy: 

1, Cash transactions ^ - 

a. Cash sale 

b. Additional investment , . » 

c. Accounts payable , 

d. Accounts receivable ' ' ^' ^ 

e. Pkyraent of expense^ J ' • ^ ^ 

2. Other transactions ' • . ^ 

, a. Sale on account ^ ' ' ' ' 

; * b.. Purchase on account ' - 

B. Identify the classifications of accounts which appear on: 
1.1 An income statement - 

2. . A balance sheet v • ^ , 

C. Reconcile a bank statement which includes ^at JLeast one outstanding 
deposit, two outstanding checks^ and a bank service charge with 
100 percent accurac]^. * . * 

III. Computing Systems 

A. Convert ten numbers from numbering systems cpmmon &o ^tHird. 
generation computers to base ten. 

B. Perfom ten simple addition and subtrac^jtion problems in numbering 
' ' systems common to third generation computers. 

C. Li.st and describe the function for each of the five major components 
> , of a data processing system (input, storage, control, logic, output) 

D. Describe the function of computer system peripheral devices from 
a given list (tape drive,. disk pack, line printer, drum unit, 
card reader, console typewriter) 

IV. Program Development Process 

A*". • Describe from a given lis,t the iilterrelationship of the seven steps 
ih solving a programming problem. 

B. Flowchart the logical steps for solving a simple listing problem. 

C. List a major difference between a source program and an object 
program. ^ 

D. Code a listing problem in BASIC language. n 
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Z Credits* 
Pi^erequi site's: 



Grade 12 



Business Info' Processing II (6650) 
Section B 
September 3, 1974 



IBM progratmne'r aptitude analysis^ test results must indicate 
sufficient aptitude for successful performance. Recommended 
fot students with an above-average grad6 in Business 
Information Processing I, or, for students' who demon^L^ate 
an interest in and aptitude for areas requiring analytl'cal* 
and logical thinking. * 

Part I is the first 45-day segment of a 180-day, double-period course- in 
, Business Information Processing II. This part develops an understanding 
of the importance of the computer in our society, what a computer is and 
how it operates in business applications^^. The purpose of th;,s part i^^ to 
provide an oveirview of the basic functions of computers and computer 
systems. ^.Preliminary instruction given in the following areas: history; 
'accounting; nuraberifig system; review of electronic^ accounting' machines; 
and logic. 




Part II is the second 45-day segment in a four pl^rt series. This part 
explains how tfie dotnputer operates and applicatiW relationship within 
the computer system. Instruction is given, in the following' areas: 
electrpnic computer; central processing unit; language application and 
coding schemes; BASIC- -Level ♦One ; and BASIC--Level Two. 



ERIC 



Part III is the third 4^-day segment in a four part series. This part: 
iivtroduc^s the high-level third and fourth generation compiler programming 
language such as FORTRAN and COBOL. Instruction is given in the following 
areas;' flowcharting; storage and input/output; FORTRAN- -Level Two; and 
CQ3C(L--Level One. v - 



Part IV is the fourth 45-day segment in a four part series. This part is 
a continuation of a. second third and fourth generation compiler langiisfge, 
COBOL, and introduces information processing as a career, 'fhe study of 
t>oth these areas will give the students a^ depth of knowledge, enabling them 
to choose an area for further study or .to seek entry-level employment. 
This final part will give instruction in the following areas: COBOL--Level 

^TVo; COBOL--Level Three; COBOL--Level Four;^ COBOL--Lfevel Five; and data 

\processing careers. • ' . 



\ 

The student v^ill: 
I. Basic Concepts 



Mi: 



^ |^.^|ynl Terminal, Objectives' 



A. Define basic terms in business data processing such as: 



Address 

Analog computer 

Assembler 

Auxiliary storage 

Analyst 

Bit 

Buffer 

Cathode-ray tube 
Coding 
Compiler ' 



Console 
Core storage 
Digital computer 
External storage 
Initialize 

Magnetic ink character 

recognition (MICR) 
Mark- sensed card 
Off-lin» 
On-line 

«*»«^ 
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Parity 
.Programmer 
Random access 
Real time 
Remote job entry 
Right-J us tif ied 
Sequential access 
T^me sharing 



V , * Business Info Pirpawsing II (6650) 
^ Section B . \ . 

September 3, l974 • 

B. List f ive'/eutry-levjl ocpupatio'hs in 'data processing and give 
one respon>sibility foj eaclt. ^ , *' 

C. Demonstrate an understanding.'Lof ke^punchii^g techniques: J , 

1. Prepare a card layout f^om a given set, of data using numerip., 
alphabetic, duplication, and ^ip fields. \ • .'''^ * 

2. Keypunch from the card layout a program driim card. \ 

3. keypunch, using ,the program drum card, 500 correct ^cHiaracters'^ 
in five minutes from ^ given set of sou^e document s^^ ^ 

Computing Systems ' \ ^^"^ . 

. • . ;\ ■■ 

A. Convert ten numbers from numbering systems common to t;hird ^ 
generation computers to base ten from a computer core dujnp. ^ 

B. PerSqrm ten s'imple addition ^ad subtraction problems in ! 
nunfcering systems *Goraraon to third generati-ou' computers from 
computer core dump, • , , 7>rf 

C. List ^d-des'crtbe the function of each of thd five^ajor compt)nentrs 
of a d&ta ^rgc^ssing system (input, storage? control, logic, 
oytput). . ' - - " ^ 

D. Li^t two ma^jot^dif|erenc|^ between hardware and ^oftwate. 

'•E. Define the function^ of /Thd\ following , types of computer system: 

tape operation system (TOSl; disk \operating' system (DOS) ; 'operating 
system (OS). ^' - \ > . . ^ ^ 

Program Deyelopnient Proaess . 

A. Solve one problem froij^a given set of data usitjg Simple problem- 
solving techniques and standard-jf lowcharting symbolsi^ ' * • 

B. List two maj'or differences between a source program and"' an . • 
object progratu. * - , , 

.C. '.Code a lifting pro blem^in^ FORTRAN language. . . < 

D. Code selected statements in COBQL from given sets of d^ta. 

E. Locate two dafa ekcepCions from a selected sectiold^f a data 
division map and a prO^^edure division map in a COBjOL progiram* \ 

F. * Identify the syntax e^rrors in BASIC, FORTRAN, and COfeOL pjro^rams, . 

gtven source listjingS'yCttVji accompanying diagnostic messages, antl 
rewritdi^ t^he source ''sM^^nents in correct form. . ^ 



Business Law (6131) 
Section B 
September 3, 1974 

Prerequisite: None (For the student to obtain th6 maximum benefit from , 
the course, a better- than- average reading skill is necessary 
While there are no course prerequisites, the student who 
^ has had Introduction to Business will find it helpful). 

Part I is the first 45-day segment of a 90-day course in Business Law. 
The content of this part is divided into three units. Unit I is a study 
of rights and responsibilities. Unit II is a study of crimes and torts, 
law enforcement, and the court system. Unit III covers contracts in 
general. 

Part II is the second 45-day segaient in a two part series. In this t)art 
the> student applies the basic knowledge of contracts to the study of 
contracts relating to employment, sales, the land lord- tenant relationship, 
^ and commercial paper. The class continually follows current legislation, 
changes in laws, and court decisions. By the end of the course, the 
student should have an understanding of when he/she could benefit by 
having a lawyer and how to retain one. 

I ' Minimum Terminal Objectives 

The student will: 



1/2 Credit 



Grades 11, 12 



I. Rights and Responsibilities 

i 

A. Determine if a given individual has a basic right in given cases 
that involve th^ .individual citizen, the minor, and the consumer 
(80 percent accuracy). 

B. Suggest the, passible courses of action a consumer might take 
for a given consumer problem. 

II. Our Legal System 

A. Indicate, in given legal situatioijs, whether the action involved 
is a crime, a tort, or both, and the responsibility and liability 
of the party or parties* involved (80 percent accuracy). 

B. Determine the solution to legal sitjjations involving the court 
system--to include jurisdiction of the court, criminal action vs 

. civil action, trial by judge vs trial by jury, and juvenile 
court vs regular "court (80 percent accuracy). 



III. Contracts • ^ 

^ A. Determine if an elewent of a contract is missing in given cases 
^ * involving contracts' (80 percent accuracy). 

B. Indicate whether given contracts would or wpuld not have to be in 
/ writing to meet the requirements of the Statute of Frauds (80 

percent accuracy). 

C. Indicate whether a remedy is available^^ to the injured party in 
given, case problems involving contracts and, if available, the 

^ most appropriate remedy (80 percent accuracy). 

?.7 * 



IV. Emplo^no^t 



Business Law (61*31) 
Section B 
September 3, 1974 



A, 



B. 



Solve given e^nployer-employee cases concerning rights, duties, 
and liability o£ the parties involved (80 percent accuracy). 
Determine^ using knowledge of federal and state labor laws, the 
solution, to cases involving unfair labor practices, discrimination 
in employment J dnd protection of employees (80 percent accuracy),. 



V, Sale^ Contracts 



A. Indicate, in given case problems, when transfer of ownership and 
risk of loss take place (80 percent accuracy), 

B. Determine if the buyer has a teraedy in given sales problems and, 
if he/she does, the most logical remedy (80 percent ' accuracy) . 



VI. Landlord-Tenant Relationship 



r 



B. 



Determine the solution to given land lord- tenant cases^concei^ing 
the types of tenancy and the rights and duties OT^4ite parties 
in regard to th,e lease (80 percent accuracy). 
Determine if a given individual has a right or remedy in 
situations based, on present local landlord- tenant laws (80 percent 
accuracy) • * . 



VII. You and Your Lawyer . - ' 

A, List four or more occasions when* seeking legal services is 

betieficial. ^ 
B; State three sources of information for selecting a lawyer. 
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Business Management (6135) 
Section B 

1/2 Credit Grades 11, 12 September 3, 1974 

Prerequisite: Nofte / 

Part I is the first 45-day segment of a 90-day course in Business Manage- 
ment. It begins with a general overview of American business followed by 
the study of foirras of business ownership, internal organization and 
management functions, and financing a 'business. 

Part II is the second 45-day segment of a two part series. The student 
will 'be introduced to four important areas in the management of a 
business: marketing, purchasing, banking and credit, and insurance. 

Minimum Terminal Objectives 

The student will: ^ 

" — ^ 

I. Overview of American Business ^ 

A. Write a paragraph showing" his/her general understanding of 
American business by identifying the kind of economic system we 

.have in this country and describing at least five characteristics 
of American business. 

B. List the advantages or disadvantages of going into business for 
self (80 percent accuracy). 

II. Business CVnership 

A. Identify, when given a list of statements describing characterist 
advantages, and disadvantages of business ownership, the form of 
business ownership to which each statement relates (80 percent 
accuracy). 

B. List seven or more sources of information for the person going 
into business and/or the person working in business at the 
man ageraen t leve 1 . 

III. Internal Organization 

A. Analyze the internal orgartization of a given business anc^ make 
valid suggestions for improvement based on the principles of 
good business organization (^0 percent accuracy). 

B. Analyze case problems concerrj.^tf'g management functions for all 
possible solutions and make togical suggestions (80 percent 
accuracy) . 

IV. Financing 'a Business 

A. Indicate a basic understanding of the impottance^of keeping 
records and-af the kinds which must be kept (80 percent accuracy) 

B. Suggest all possible alternatives and make a recommendation 
when given situations involving: determining the financial 
reqiAreraents of a business, the method of financing a business, 
the keeping of records, and cash control. 



Business Management (6135) 
Section B ^ 
September 3, 1974 

V. Marketing ' . 

A. Analyze and evaluate the organization for marketing and the 
promotion and selling activities of a given company (80 percent 
accuracy) . 

B. Indicate a general knowledge of laws regulating brand names, 
packaging, labeling, and pricing, and the products to^ttfrhich they , 
apply (80 percent accuracy). 

VI. Purchasing , »^ 

A. Recognize purchasing problems and indicate factors that should be 
taken into consideration in determining the solution to each one 
(80 percent accuracy). 

B. Outline a typical purchasing procedure, indicating the forms us^d, 
for a large business (80 percent accuracy). 

VII. Banking and Credit 

/ 

A. Recommend the most advantageous solution to business problems 

] related to choosing a bank, using a bank to help finance a business, 

and using and endorsing negotiable instruments (80 percent* T- 
accuracy) . 

B. Indicate, when given circumstances involving extending credit^ 
and collecting overdue accounts, the action that would be most 
advantageous to the business\(80 percent accuracy). " ' 

r- 

VIII. Insurance • 

A. Indicate, vhen given a list of business risks, whether the risk 
could normally be covered by insurance and, if so, what kind of • 
insurance would be required (80 percent accuracy). ^ 

B. Match to their definitions a list of terms related to insurance 
(80 percent accuracy): 

1. Insurer 

2. Premium 

3 . Cancellat-ion ^ 

4. Insurable interest 

5. Coinsurance clause 

6. Extended coverage " ^ - 

7. Bodily injury liability (automobile) 

8. Property damage (automobile) 

V9. Comprehensive coverage (automobile) 

10. Dividend 

11. Cash value 

12. , Beneficiary , 

13. Restrictive clauses ,^ 

14. Grace period 

15. Double indemnity 
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, ^^ €lerk- Typist I *(i5159)* 

Section B 

2 Credits Grade /l^L, September 3, 1974 



Prerequisites: Introduction to Business and Typewriting I \''* 

Part I is the first 45-day segment/of a 180-day, double- period course in 
•Clerk-Typist I. This part erapjia^zes instruction in the following 
areas: introduction to th^^^^ectric typewriter; review of basic skills; 
clerk-typist orientation; and introduction to the adding, calculating, 
and duplicating machines. 

Part II is the second 45-day segment in a four part series. This part 
emphasizes instruction in the following areas: typewriting skill refine- 
ment; .production typewriting; cashier's and banking records; indexing 
and filing; related terminology; business effectiveness through personal 
financial management. 

Part III is the third 45-day segment in a four part series. This part 
offers instruction in the following areas: production typewriting; 
filing; refinement of machine skills (adding, calculating and duplicating)} 
related business -terminology; record keeping; and .an integrated project. 

Part IV^s the fourth. 45-day segment in a four part series. This part 
offers instruction in the following areas: production typewriting; 
payroll records; machines (adding, calculating; and duplicating); business 
behavior and psychology; receptionist and telephone training; techniques 
of job application and interviews; and a simulated -pro ject. 

^ * ^ A Minimum Terminal' Objectives 

The stij\d>nt will: \ 

I. Typewriting 



A. TyP^ a five-minute straight copy timed writing at 
45 Ivords per minute with no. more than seven errors. 

B. Employ good spelling, grammar, and punctuation skills-with 80 
percent accuracy in composing and typewriting a simple letter, 
with 100 percent accuracy on proofreading. , ^ * 

C. Type business correspondence with accefStabl^ placement in mailable 
form and a^^ximum of five neatly corrected errors using an 

e lec tr ic typewri ter . 

D. Arrange ^nd type in usable form from rough draft copy a table of 
100 words with at least three columns including column headiiigs, 
and apply appropriate techniques for -making three^ multiple copies 
using carbon paper or sets with a maximum of five corrected 
errors allowing 30 minutes. 

E. Type in usable form from script writing an interoffice memorandum 
of 150 words. 

F. Type in usable form rough draft copy with inserted corrections 
a meeting agenda of 15 items. ^ 

II. Adding and Calculating Machines 

A. Operate the ten-key adding machine allowing ten minutes to solve 
ten addition and ten- subtraction problems with 100 percetj^t 
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Clerk-Typist I (6159) 
Section B 
September .3, 1974 

accuracy using correct fingering, sub- total, non-add and 
repeat keys. ^ ^ , ^ 

B. Operate the calculator allowing 15 minutes solve ten simple 
multiplication, accumulative multiplication, three- factor 
multiplication or constant multiplication, and ten division 
problems with 100 percent accuracy, u^ing correct fingering. 

HI. Duplicating 

A. Type correctly," proofread and run a specified number of a 
high-quality duplicated copy Rowing efficient operation of a 
minimum of one piece of .et$utpn»ai/ which is available to the 
classroom. The finishd^ copy should be free of smudges, clear, 
and correctly centered. ^ 

B. . Identify the appropriate duplicating process for a particular 
, ' job, when given an office assignment for the reproduction of 

material. 

IV. Record Keeping 

A. Apply his/her knowledge of banking, when givfen relevant information, 
by opening a checking account, writing checks,* and preparing a 
bank reconciliation with a minimum of 80 percent accuracy. 

B. Make an accurate record for a petty cash fund, from given data. 

C. Prepare a sales slip, an invoice, and a monthly statement when 
given relevant "data. 

D. Compute extensions and totals for an inventory record from given ' 
data. 

' E. Prepare a payroll register for five employees when given computed 
payroll information, 

V. Filing ^ ' 

A. Set up, following a given list of items and criteria, an alphabetic 
and numeric filing system. 

B. Index, code, arid arrange in 15 minutes in alphabetical order i 
, ten names from a given list. 

\ ' " 

VI. Handling Mail ' ' 

A. List four duties of the office worker in handling incoming and 
outgoing rpail^^ 

B. Date, sort and route daily mail when given the appropriate criteria. 

VII. Telephone Usage ^ ' 

— - ' * » , 

A. Respond to hypothetical, descriptions of office situations using 
correct telephone techniques for greetings, referrals, screening, 
* making appointments, routing anct terminating calls. 

Bjf Select *the correct type call to be used for given situations 
which' involve using the following: , ^ 

1. Station-to-s-tation . ^ 5. Credit card 

2. Person-'to-pefson . 6. Overseas 

3. Direct distancef dialinj^ 7. Conference 

4. Collect 
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Clerk-Typist I (6159) 
Sectiqn B 

" , ^ Septetnjper 3, 1974 

Employment Preparation 

A. List four sources of job information of the various services, 

including Federal Civil Service, and explain how they .are used. 
3. Compose and type tnr*mailable form* a letter of application from * 

a giYen 'Vant ad," a data sheet accotfding to a given format, 

and an application form. 
C. State the minimum Federal Civil Service requirements for 

typewriting. 

Bu8;fcness Behavior 

A. %ist five personal characteristics desired in an office employee 

B. React to given office situations applying a knowledge of good 
human relations. * ' 




t 



1 Credit 



Grade 12 



Clerk-Typist II (6160) 
Section B 
September 3, 1974 



Prerequisite: Clerk-Typist I * 

Part I is the first 4'5-day segraent of a 180-day single-period course in 
Clerk-Typist .II. 'It is recommended that this part be contiguous to the 
Clerk- Typist II series. Part I offers instruction in the following areas: 
business communication and language skills; review of basic grammar 
skills; use of reference materials; applied office math; review qf 
telephone, mail, receptionist duties, office machines, filing; office 
practices and procedures. 

Part II is the second 45-day segment in a four part series. It is 
recommended that this part be contiguous to the Clerk-Typist II series. 
Part II offers instruction in the following areas: business law; machine 
transcription; business principles and organization; office practice and 
procedures; and advanced typing to be integrated with all units and in a 
simulation project. 

<^ 

Part III is the third 45-day segment in a four part series. It is 
recoTunended that this part be contiguous to the Clerk- Typist II series. 
Part III offers instruction in the following areas: elements of fiscal 
records and income tax; .data processing; advanced typing; office practice 
and procedures including job preparation for gov^imment and private 
industry; and simulation project integrating skills and knowledge. 

Part IV is- the 'fourth 45-day segment in a four part series. It is 
recommended that this part be contiguous to the Clerk-Typist II series. 
Part IV **puts it all together" by means of simulation; machine transcription; 
payroll procedures; interpersonal relations; business communicationsf^ and 
reproduction and duties related to office functions. 

Minimum Terminal Objectives 




9 



Type letters, memos, forms, reports, or other business communications 
with correct placement and all errors neatly corrected. All 
material should be proofread with 100 percent accuracy. 
Type a five-minute straight copy timed writing at 55 words per 
minute with no more than eight errors. 

Arrange and type in mailable form from given rough-draft data a 
two-page letter, a meeting -agenda enclosure for the letter with 
two carbon copy notations and a correctly addressed envelope, 
allowing 45. minutes. 

Type from given data on provided legal blank form a bill of sale 
with all errors neatly corrected (allow 15 minutes). 



II. Machine Operation 



Transcribe from machine a letter of approximately 125 wor,ds in 
mailable form. 
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Clerk-Typist II (6160) 

Section B '-^ 
September 3, 1974 

B, Employ ''good transcription techniques and English usage in the ^ 
transcription of recorded minutes (200 words) of a business 
meeting. 

C. Operate adding and Calculating machines using proper fingering 
and special keys to solve and verify 25 problems in addition, 

• subtraction, multiplication, and division,' with 100 percent 
acpuracy . 

Type a master and/or stencil using the correct duplicating 
process for a given business problem. Proofread and prepare the 

copy in, usable form and run correctly. 

,'' ' - ' 

III. Data Processing 

A. List tliree applications for a computer. 

B; SunSmarJLze the difference between hardware an4 software. 

C. Give oWe function for ^ach of the five major components in a 

I data processing cycle <input, storage, control, logic, output). 

D. Defin^ the following basic terms in data processing: 

1. Automatic data processing 

2. C/ard column 

3. <joding 

4. Data ^ 

5. Field • . 

6. Input/output media 

7. /Memory 

8. I Program 

9. / Source document 

E. List four data processing occupations and give one duty of each. 

IV. Filing 



A. Se't up, following a given list of items and criteria, a geographic 
avid subject filing , system. 

B. Describe the types of records vital to ,the continued operation of 
a/ business whichjshould be retained and explain the importance of 
immediate retrieval of those records to the operation of the 
>usiness. 

V. Telephone Usage ' ^ 



A. 



B. 



fchoose from a list the best solution for handling a particular 
office situation in which the telephone is used. 



Describe the purpose of 
90 percent accuracy. 



PBX, WATS line, and teletype in an office with 



VI. Mai:L and Messenger Service 



A. 
B. 



List and define. five special postal services^ with 85 percent 
accuracy. 

Given a description of pieces of incoming mail, rate them as^to 
the p^iojcities for taking care of such correspondence by the 
employer. 
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Clerk-Typist II (6160) 
Section B 
September 3, 1974 



VII. Business Behavior 



A. 



B. 



Solve three situations involving human relations problems in the 
office trhat mi^ght occur during a business day by choosing the 
best solution to each problem j^from a prepared list.- 
Identify the personal traits character changes that would be 
necessary to correct an undesirable office situation that has ^ 
resulted '"directly from inappropriate behavior. 



VIII. Business Law* 



A. 



B. 



C. 



Determine, when given a list of five simple situations each 
relating to one of the elements of a contract', whether the 
element is present or missing (80 percent accuracy). 
Describe the purppse of five legal forms $rom a given list, 
with 85 percent accuracy. 

Detetraine, in given situations involving office responsibilities 
and duties, whether he/she is or is oot acting as "^n agent (80 
percent accuracy). 



IX. Communication Skills 



A. Compose and type in mailable form an answer to a given piece of 
business correspondence, in a clear, concise, and courteous 
manner applying correct English usage. 

Choose from i^entences or paragrapt^s the one in each case which 
best exhibits effective business , communication 'for answers to 
specific correspondence. 

* ^ 

X. Income Tax and Fiscal Records 

A. Verify §iven data an^ type in accurate and usable foi 
average income tax problem. 

B. Make machine computatiqns from given data and prepare a payroll 
register, payroll checks, and related tax forms for five people 
with 100 percent accuracy. 

XI. Employment Preparation ^ 




A. 



B. 



Identify*^ steps necessary to grepare for a position in a specific 
type of office.^ 

AAalyze and interpret from a given example bf a typical interview 
the questions and responses as they relate to both the applicant 
and interviewer. 
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1 Credit 



Prerequisite: None 



Grades 9, 10 



Introduction 'to Business (6110) 
SectiCrT 

September 3, 1974 



Part I is the first 45-day segment of a 180-day cotirse in Introduction- to 
Business. 'If students ;Sf^r^ develop business competence, they mu£^ under- 
stand the importance of.sbusiness in our society. *The:^ need to know whit 
business%.s and how ' i£ pperat^s to-satisfy our ^nee'^s^ and wants.. The 
pxirpose of this par't^is* to provide an overview of the basic functions Of" 
our business system. Part I introduces our business world and gives 
preliminary instruction in the following areas:, motive' and- organization 
of business; goods and s^ervices; data processing; savings and investments; 
and money raanagemead^ 

Part II i's the second 45-day segment in a four part ^erie^ in which the 
student will learn his/her role in business as a consumer ^r^. This part 
introduces you as' a consumer and g'|.ve^ instruction in the following areas: 
you as a consumerj consumer purchasing; occupational information; citizenship 
responsibilitiesjJ'and consumer credit. 

Part III is the third 45-day segment in a four part series in which the 
st^udent will learn about banking and insurance, two types of enterprises 
that are impo^jrtant to the business life of a community. This part introduces 
financial management and gives instruction in the following areas: functions 
and operation?:' of banks; banking accounts; other financial institutions.; 
personal insurance; and other insurai:ice. 
/ 

Part IV is tfte fourth 45-day segment in a four part series. This part 
covers two major areas: (1) the effects of government and business spending; 
and (2) the role of organized labor in our business sysjel*. A study of 
both topics' pro^4des another way of helping students under'stand how our 
business system operates. This part introduces government and labor a'nd 
gives instruction in the following areas: government and business spending; 
government aids and regulations of business; role of organized labor; and 
labac-man^geraent: relations. 



Minimum Terminal Objectives 



The student will: 



I. Our Business World 

A. Give at least two roles that business plays in our lives. 

B. List three fuijbtions of marketing and describe how these affect- 
. the cost of the product. 

C. Prepare a list of five considerations that one should make before 
preparing an investment program. 

D. Define inflation and deflation and list the three methods the 
government has of controlling each. 

, E. Select from a given list of diversified investtaents those which 

minimize personal loss due to extremes in iuflation and deflation. 
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Introduction to Business (6110) 
Section B 
S.eptember 3, 1974 



II, Yob As A Consumer 



A. List two ways consumer spending affects business. ' 
^ *B. Indicate a knowledge of wise buying procedures by listing four 
primar^ criteria used by a wise buyer. / 

C. Justify the existence of con^swraer protection agencies and list < 
- three agencies and the servicers of each. 

D. Analyze tl}e effects of the broad -use of credit on our economic 
system and list three effects. 

III. Financial Management 

A. iXst four major services that' banks provide the public/ 

B. Match 20 checking account? terms with their definitions, with 80 
percent accuracy., 

C. Select from a ^iven list of case situations the appropriate form 
of life insurance, policy- to provide the best coverage. , * 

D. List four principles of , wise money management. 

ly. Government and ikbor •* 

A;^ Explain' the purposes of 'govemraent^regylatipn of business and list 

, thrfee method's of regulation, 

B. List five major goals of lahgr unions, v ' 

C. List four ways government c^*regulate or help the preservation of 
^ - , our ecology. \ ' 
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Office Practice & Procedures (6410) 
Section B 

1 Credit * Grade 12 September 3, 1974 

Prerequisite: Students must have completed typewriting 
with advanced skills. 

Part I is the first 45-day segment of a 180-day course in Office Practice 
and Procedures. This part will include instri^ction in the following 
areas: business orientation; job orientation; typewriting ski Us ^review; 
business communications; and business filing and records control. 

Part II. is the second 45-day segment in a four part series. This part will 
include instriictiV^n in the following areas: . business math and computational 
skills; adding m^fchines; calculators .(Pointing and electronic); transcribers; 
and_duplication proces^s (ditto, mitneogjcaph, offset, and dry copy). ^ 

Part III is the third 45-day segment In a four part series. This part will 
include instruction in the following areas: income taxes; payroll records"; 
introduction to data processing; sp^ftfialized typewriting problems; Civil 
Service test and job preparation J^and integrated projects. 

\ 

Part IV is the fourth 45-day segment in a four part series. This part i^ 
designed^ to provide training ifi the conduct of realistic office routines 
in the following areas: application for a position; business ethics' and 
attitudes; interpersonal relations; psychology and human relations; money 
management; and office simulation/model office. 

Minimum Terminal Objectives ♦ ^ " 

The student will: 
I. Typewriting 

A. Type a five-minute timed writing on pew matter straight-copy 
material at 45 gross words a minute with a maximura of seven ^ 
errors. • ^ 

B. Type, using appropriate structural techniques, correspondence 

- and other business material in mailable form with a maximum of 
five corrected errors-»per page. 

II. Filing ' ' ' * . ' 

A. Set up, following a given list of items ftid criteria, an 
alphabetic, numeric, geographic and subject filing system. 

B. Index, code and arrange in 15 minutes in alphabetical order 
ten names from^^a given list^. 

III. Adding and Calculating Machines ' ^ 

; V ' , > ' • ♦ . . ' 

A. Operate the ten-key adding machine allowing ten minu^tes tp .solve 
ten simple addition and ten subtraction probTferas with lOO percent 

J accuracy using correct fingering sub- total, non-add and repeat keys. 

B. Operate the calculator allowing 15 minutes to solve ten .simple 
multiplication,' accumulative tmiltipHcation, tKree-factor multiplication 
or constant multiplication and ten division problems with 100 

percent accuracy using correct fingering. 
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Office Practice & Procedures * (6410) 
Section . B 
September 3; 1974 



IV..- Duplicating. 



A. Prepare^ correctly proofread, and run a specified number o£ copies 
' ' . of high-quality -duplicated copy, showing efficient operation of a, 

rainiraUra of one piece of equipment which is available to^ the class? 
room. The finished copy should be free of smudges, clear-, , and ^ 
correctly centered. ' " ' ' ' , 

B. Identify the appropriate duplicating process for a particular^job - 
wh'fen given an offi^ie assignment for the reproduction of material. 

V. Transcribing * ^' 

A. Bmploy good transcription t€^chnriqiies and "English usag^ in the tran- 
scription of recorded minu^® (200 words) of^ a*business meeting-. 

B. Transcribe from machine'a letter of approximately 125 words in 
mailable form with proper placement ^nd all errors corrected. 

VI. Data Processii>g ^ y * ^ 

\ V 

List three^ applications .for a computer. 

B. Supnarize. tlie difference between hardware-^ and softw5 

C. Give one function for each of the five foajor- components in, a data 
processing \system (input-, storage, control, logic, output). 

D. Define the following basic terns in data processing: * ^ \ \ 
1. Automatic data , processing > v' ' 
2.. Card' ^colViran ^ - 

3. Coding 

4. ^Data ' • 

5. Field 

6. Input/autput medi"^ 

7. Memory ^ , j " ^ " , ' ' 

8. Prograpa ^ ^ - ' v * ' 

9. Source document , * 

E. List four data processing occupations and give one duty of each. 



VII. Business Behayior- 



9 



A. List five personal characteristics desired in an office employee. » 

B. React to given office situations applying a know^Ie^dge of good 
human relations. ' v - ^ . 

'VIII. Handling Mail, ' ' * * \. 

••: ^ ^ . " , ' - 

A. List four duties of the office worker .in handling incoming, ^arid ^ ^ 
^ outgoing mail. ^ ^ ' " * 

B. Date, sort, and route daily mail when givj^n thd appropriate criteria. 



IX. Telephone Usage 



Respond to hypothetical descriptions of office situations- uping 
correct telephone^^teahniques for* greetings, referrals,* screening, 
making^ appointments, '^routing and terminating calls. * 
Select the correct type of caJLl tfa be used for given situatititxs v 
v^hich involve usinjf the following: ®- ; ^ 
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1 S tation- to- s tation 

2 • Person- to-person 

3* Direct distance dialing 

4, Collect 

5. Credit card ' 
6« Overseas 

?• Conference 



Office Practice & Procedures (6410) 
Section iB 
September 3, 19.74 



X, Eujployment Preparation 

A, , List four sources of job Information of the various services, ^ 
Including Federal Glvll Service, and explain how they are .used, 

Bt. Compose and type In mailable form a letter of application from a 
given 'Jwaivf ad," a data sheet according to a given format, and an 
application form/ 

C. State^the minimum Federal Civil Service requirements for typewriting. 



d1 
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Personal Typing (6157) 
Section B 
September 3, 1974 



Part I is the. firs.t 45-<lay g^egnient of a 90-day course in Personal Type- 
writing. It is designed 'foir*^the college- and non-college-bound student 
who is not intending to. use ^typewriting for vocational purposes. 
Instruction includes the 'development of touch typewriting skill and the 
application of the skill to ^^^bulation mechanics, paragraph typing, 
proofreading, figures and syfftbol typing, statistical typing, setting of 
margins, centering of letters and following directions. The emphasis will 
bfe on correct techniques, speed and. accuracy.* Satisfactory completion of 
first segment will be a prerequisite for tfie students undertaking the 
second segment. 

Part II is the second 45-day segment of a 90-day course in a two part 
series. This is* an accelerated course designed for the college- and non- 
college-bound student not intending to use typewriting for vocational 
purposes. Production emphasis will be in the area of letters (personal 
and business) ,„ tabulations (including statistical), manuscripts and 
reports, and forms utilized in the conduct of personal affairs. 

Minimum Terminal Objectives 

The student will: 
I* Typing Techniques 

A. Define the functional parts of the typewriter. 

B. Demonstrate good correction 'techniques on original and carbon 
copies by using at least three different methods for correcting. 

C. Type for five minutes from straight copy material 23 gross words 
per minute and with no more than eight errors. 

II. Personal Business Problems 

A. Arrange and type in usable form a tabulated problem of 100 words 
containing mai-n, secondary and column headings, correcting all 
.errors in 30 minutes. > 

B. Arrange and type in usable fom a one-page report or a book review 
containing proofreader's marks and correcting all errors in 20 
minutes. 

C. Select and type in mailable form a personal business letter (100 
words) in one of the following foms, and address an envelope in 
30 minutes: 

1. Modified block with mixed punctuation 

2^ Modified block with indented paragraphs and mixed punctuation 
3. Block with open punctuation. 
^ D. Arrange and type in usable form, errors corrected, a one-page 

manuscript (leftbound) with two footnoted, quoted material, and a 
six-jj^tem bibliography in 45 minutes. 
E. Type'in correct form five index cards in ten minutes correcting 
all errors. 



1/2 Credit Grada^' 11, 12 

Prerequisite: None 



V -29- 

\ 



A2 



Personal Typing 
Section B 
Septetnber J3, 1974 

F. Arrange and type in usable form an outline of 100 words correcting 
all errors in 20 minutes. 

? 

III. English Us^ge 

A. Compose and type a personal note in response to a given topic 

and proofread finished copy with 100 percent accuracy. * 

B. Divide at the typewriter from a given list ten words in ten 
minutes with 85 percent accuracy. 

s 

/ 
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1/2 Credit 



Grades 10-12 



Record Keeping (6330) 
Section B 
Septetaber 3, 1974 



V Prerequisite: Npne 

k 

Part I is the first segment of a 90-day course in Record Keeping. >laterial 
to be covered in Part I includes the following: .fundamentals of record 
keeping, banking, budgets, filing, and payroll. 

Part II is the second segment of a 90-day course in a two part series. 

It includes the following areas of study: cashier tecords and petty cash, 

retail sales records, purchase records^v*^d simulated projects. 



Minimum Terminal Qpifectives 



The student will: 

I. Record Keeping for Banking 



II. 



III. 



A. Apply his/her knowledge of banking, when given relevant information, 
by opening a checking account, writing checks, and preparing a 
bank reconciliation with a minimum of *80 percent accuracy. 

B. List at least four available banking services with 100 percent accuracy. 



Budgets 
A 



B. 



Record with 100 percent accuracy in a cash book all income and 
expense transactions from given organizational transactions. 
Analyze the validity of Jthe estimated budget with the actual 
budget incurred and give reasons for discrepancies. 



Filing . 

A. Apply the basic alphabetic rules of filing personal and business 
names by filing ten items of correspondence withi90 percent 
accuracy. 

B. List and define at jLeast two methods of filing other than 
alphabetic. 

IV. Payroll 

a! ^Compute from five given time cards of simple content tlife fotal 
hours worked and gross salary earned, with a minimum of 100 
percent accuracy. ^ A ^ 

B. Define and compute net earnings on all required* deductions to 
be made from wages earned, with 100 percent accuracy from given 
gross salary earnings. 

V. Cashier Records and Petty Cash 

A. Lisit and describe at least five duties of a cashier with a minimum 
of 80 percent accuracy. 

B. Complete five petty cash vouchers and summarize them in a petty 
cash book with 80 percent accuracy from a list of given trans- 
actions. 
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VI. Retail Sales Records 



Record Keeping (6330) 
Section B 
September 3, 1974 



A. Record five, cash sales on given sales slips of various styles 
available- and compute the sales tax on each with 100 percent 
accuracy* 

List the thre^ steps involved in opening a customer's account 
in a ledger with 100 percent accuracy. 

Post charges and payments to a customer's account and balance the 
account with 80 percent accuracy. 



B 



1 ^ 
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1 Credit 



Grade 12 



Shorthand (6211) 
Section B 
September 3, 1974 



Prerequisite: Typewriting I and an average achievement in English 

Part I is the first 45-day segment of a ISOrday eour^ in Shorthand I. 
Part I covers the correct theory of shorthand. Theory should be covered 
up to disjoined word endings and begining$. Emphasis is placed on 
reading, spelling, and writing accurately shorthand characters^ words, 
and sentences- Untimed 'dictation is practiced. Transcription on the 
typewriter is introduced. 

Part II is the second 45-day segment in a fpur part series. In part II 
the presentation of ^eory of shorthand is completed. Emphasis is given 
to the application of theory in tating practice dictation. Punctuation 
rules are pres|knted as applicable .to the material" being transcribed. 
Dictation note's are transcribe^! on the typewriter with the application* of 

■-correct English skills. 
* ^ i> . 

Pare III is the third *45-day segiaent in a four part series^, .In ?^rJ:v.III, 
theory is reviewed. Emphasis is placed on the building of |drctatLdir as 
well a4 the transcription of dictated 'material, such as simple letters,' 
reports, memos, etc., in both rough draft form and acceptable styles or 
formats . _ ^ - ' 

Part IV is the fourth 45-day segment in a four part series. In Part IV, 
major emphasis is placed on the development of greater shorthand speed 
and transcription skills on three-^mipute takes and short mailable letters 
dictated fi:om unfamiliar material. The application of , shorthand skills, 
typewriting, **and English skills is integrated to turn out , acceptable 
material representative of the work of a beginning stenographer. 

* • ' Minimum Terminal Objectives 

The student will: , . ^ ^ * 

I. Employment Information 

A. List at least five personal characteristics which are desirable 
in a secretary-, . • " 

B. List four sources of job infomia^tpn and the procedures for 
r -seeking employment* 

II. Shorthand Theory 

A. Apply his/her knowledge of shorthand theory by wpiting the . 
correct forms^to a prepared list ofVofd beginAings and endings, 
brief fotrras, and jphrases. 

B. Indicate his/her reading ability of shorthand characters by 
transcribing on the typev^Jiter wij:h 85 percent accuracy in a 
period of ten minutes a prepared list of ten shorthand sentences 
consisting of ten words each. 
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Shorthand (B211) 
Section B 
September 3, 1974 



III. Dictation and Transcription 



A. 



B. 



Transcribe in proper contex^t and format on the typewriter two 
mailable letters £rom unfamiliar, {^reviewed material dictated 
at 70 words per minute at one-half his/her typing rate; 
Take dictation on unfamiliar, previewed material at a minimum 
of 70 words per minute for three minutes or 80 words per 
minute for two minutes and transcribe in proper context and 
format on the typewriter with 95 percent accuracy, on shorthand , 
applying correct English usage to the material. 



IV. English Usage 



A. 



5. 



Insert the coinrect punctuation. Verbs and posses sives in a- given 
list af ten sentences in ten minutes. 

Use a dictionary to choose the correct spelling, definition, and 
division of ten words from a given list. 
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2 Credits 



Grade 11 



Stenography I (6250) 
Section B 
September 3, 19t74 



Prerequisites: Introduction to Business and Typewriting I 

Part I ,^s the first 45-day segment of a 180-day, double-period course in 
Stenography I. This part offers instruction in secretarial orientation, 
the intrpduction and study of Gregg shorthand theory and joining and 
writing principles, typewriting skillbuilding, and instruction in 
duplication processes and in the use of adding machines and calculators. 
The use of business machines as an aid to solving business problems 
involving adding, subtracting, multiplying and dividing is emphasized. 

Part II is the second 45-day segment in a four part series. This part 
offers instruction in Gregg shorthand tfieory, dictation from familiar 
material, transcription on the typewriter, punctuation, spelling and 
terminology, production and skillbuilding on the electric typewriter, 
indexing and filing procedures for alphabetic, numeric, geographic and 
subject filing, and business behavior. 

Part III is the third 45-day segment in a ^f our part series. This part 
'emphasizes dictation as, a secretarial skill with continued study of short- 
hand vocabulary and practice in taking dictation at higher rates on new 
material and in transcribing^ Instruction is given in handling the mail, 
telephone procedures, business behavior, and finding and applying for a 
job. Preparation for the Federal Civil Service Examination and extensive 
typewriting* skillbuilding are emphasized as part of the utiit on finding a 
job. ^^'^ ^ . ^ 

Part IV is the fourth 45-day segment in a four part series. This part is 
designed to give students an opportunity to bring together in a simulation 
project the various skills and techniques which they have learned in the 
first second ajid'thijJ'd parts, and to use them to solve problem^ similar 
to those which might be encountered in a business office. Integrated 
dictation and three-minute 'takes on new material are emphasized, with 
continued stu^y of shorthand vocabulary and practice in transcribing on 
the typewriter. 



Minimum Terminal Objectives 

1- ^ — 



The student will: 
I. Shorthand 

A. Apply his/her knowledge of shorthand theory by writing the correct 
forms on a prepared list of word beginnings and endings, brief 
forms, and phrases. 

B. Indicate his/her reading ability of shorthand characters by tran- 
scribing on the typewriter with 85 percent accuracy in a period 

of ten minutes a prepared list of ten shorthand sentences cons^isting 
of ten words each. 

C. Transcribe on the typewriter and"^ insert the correct punctuation, 
verbs, and possessiVes when given' a list of ten shorthand-written 
sentences. 
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D. 



E. 



Stenograpljy I (6250) 

Section B ^ ^ 

September 3, 1974 

Transcribe in proper context and format on the typewriter two 
mailable letters dictated from unfaTfliliar previewed material at 
a dictation rate of 70 words per minute and transcribed at a 
minimum of one-half his/her typing rate. 

Take dictation on unfamiliar, previewed material at a minimMin of 
70 words per minute for three minutes or 80 words per minute for 
two' minute I and transcribe* in proper context and format on the 
typewriter with 95 percent accuracy on shorthand, applying correct 
[English us^ge to the material • 



II. Typewriting 



/pe a five-minute timed writing on new matter, straight-copy mate- 
lial at 45 gross words a minute with a maximum of >seven errors, 
^omposfe and type a simple letter employing good spelling, grammar, 
\d punctuation skills with 80 percent accuracy and proofreading 
1th 100 percent accuracy. 

^pe businfeiss correspondence with acceptable placement in mailable 
firm and a maximum of five neatly corrected errors using an 
electric typewriter. 

Anrange and type in usable form from tough draft copy a table of 
lOp words with at least three columns including column headings-, 
and apply appropriate techniques for/ making three copies using 
carbon paper or sets with a maximum 4^f five corrected errors » 
allowing 30 minutes. 



III. Filing 



Set up, following a given list of items an^ criteria, an alphabetic 
and numeric filing system. 

Index, code, and arrange in 15 minutes in alphabetic order ten^ 
names from a given list; 



IV. .Adding and Calculating Machines 

A. Operate the ten-key adding machine allowing ten minutes to solve 
ten simple addition and ten subtraction problems with lOp percent 
accuracy us in^ 'correct fingering, sub-total, non-add, and repeat 
keys. 

B. Operate the calculator allowing 15 minutes to solve ten simple 
multiplication, accumulative multiplication, three-factor 

- multiplication or constant multiplication, and ten division 
problems. • 

^V. Duplicating • ^ 

A. Prepare, correctly proofread, and run a specified number of 
"Copies of high-quality duplicated copy showing efficient operation 

of a minimum of one piece of equipment which is available to the 
classroom. The finished copy should.be free of smudges, clear 
and correctly/ centered. 

B. Identify the appropriate duplicating process for a particular job 
when given an office assignment for the reproduction of material. 
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Stenography I (6250) 
Section B 

September 3, 1974 ^ 

VI. Telephone Usage 

A. Respond to hypothetical descriptions o£ office^ situations using 
correct telephone techniques for greetings, referrals, screening, 
making appointments, routing and terminating calls. 

B. Select the correct type of call to be used for given situations 
which itfvolve using the following: 

1. Station-to-station 

< (2. Person-to-person 

3. Direct distance dialing 

4. Collect 

5. Credit card ' ' 

6. Oyer seas 

7. C(i3^nference 

VII. Handling Mail ' 

•> 

A. List four duties of the secretary in handling incoming and outgoing 
mail. ^ 

B. Date, sort, and route daily mail when given the appropriate criteria. 

VIII. Employment * 

A. State the minimum requirements for typewriting and shorthand for 
the Federal Civil Service Examination. 

B. Compose and type in mailable form a letter of application from a 
given 'Wnt ad," a data sheet according to a^given format, and an 
application form; 

C. List four sources of job information of the various services, 
including Federal Civil Seirvice,and explain how they are used. 

IX. Business Behavior 

A. List five personal characteristics which are desirable in a 
secretary. 

B. React to given office situations applying a knowledge of good human 
relations. \ 
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Btehography II (6260), 

2 Credits Grade 12 Set)teraber 3, 1974 

\ 

Prerequisite: Stenograpfty I 

Part I is the first 45-day segment of a 186-day, double-period course in 
Stenography II. This part offers instruction in the following areas: 
shorthand dictation and transcription; secretarial orientation; review 
oS basic skills; and business coramunications. 



Part II is the second 45-day segment in a four part series. This part 
offers' instruction in the following areas: shorthand dictation ^nd 
transcription; business law; machine transcription; typing; and simulated " 
projects. 

Part III is the third 45-day segment in a four part series. This part 
offers instruction in the following areas: , shorthand dictation; data 
processing; elements of fiscal records; income* tax; typing; employment 
preparation; and simulated office jobs. 

Part IV is the fourth 45-day segment in a four part series. This part 
offers instruction in the following areas: advanced shorthand, dictation 
and transcription; ^busine&s psychology and human relations; adl^anced office 
typing; and office Emulations or model office. 

• • • ':y'^ Minimum Terminal Objectives ' 

The student will: 

I. Shorthand 

A. Take dictation on unfamiliar, *unpreviewed letter mater ia^l at a 
minimum rate of 90 words' per minute for three minutes and ' 
transcribe in mailable fom at the typewriter with 95 percent 
shorthand accuracy at a typewriting rate of one-half his/her 
straight-copy rate. 

B. Take office-style dictation on conference, meeting or telephone 
cc^'ersation material of 150 words and transcribe in usable 
forl^pplying correct punctuation, spelling, and proofreading. 
Fif tefM>^inutes shquld be allowed for transcription. 

C. Transcribe on the typewriter and insert the correct punctuation, 
verbs, and possessives\when given a paragraph of 150 words 
containing errors in the areas listed above. 

II. Typewriting 

A. Type letters, memos, forms, reports, or other business communications 
with correct placement and all errors neatly corrected. All 
material should be proofread with 100 percent accuracy. 

B. Type a five-minute straight-copy timed writing at 55 words per 
minute with no more than eight errors. 

C. Arrange and type in mailable form from given rough-draft data a 
two-page letter, a meeting-agenda enclosure for the letter with _ 
two carbon copy notations and a correctly addressed envelope, 
allowing 45 minutes. 
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III. Machine Operation 

A. Transcribe from machine a letter of approximately 125 wor\is in 
mailable form. 

B. . Employ good transfer iption techniques and Englisih usage in the 

transcription of recorded minutes (200 words) of a business 
meeting. 

C. Operate adding and calculating machines using proper fingering 
and special keys to solve and verify 25 problems in addition, 
subtraction, multiplication, and division, ^ith 100 percent 
accuracy. 

D. Type a master .and/or stencil using the correct duplicating process 
for a given business pfroblem. Proofread and prepare the copy in 
usable form and ruh correctly. 

IV* Data Processing ^ 

List three applications for a computer. 
Summarize the difference between hardware- and software. 
Give one functiorv'for each of the five ^jor components in a 
data procesging qycle (input, stotage, control, logic, output). 
Define the f 61 lowing basic terms in data processing: 

1. Automa^tic data processing 

2. ' Card column 

3. Coding 

4. Data 

5. Field 

6. Input/butput media 

7. MBmory ° 

8. Program ' ' 

9. Source document 

List four data processing occupations and give one duty of each . 

V. Filing * - ' \ 

^' A. Set up, following a given list of items and criteria, a geographic 
and subject filing system. « 
B. Describe the types of records vital to the continued operation of 
a business which should b^ retained and explain the importance 
of immediate retrieval of those records to the operation of the 
busii^ess. 

VI. Telephone Usage 

A. Choose from a list the best solution for handling a particular 
office situation in which the telephone is used. 
/1b. 'Describe the purpose of PBX, WATS line, and teletype in an office 
/ with .90 percent accuracy. 



A. 




D. 
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VII. Mail and Messeng^ Service 




— 



A. List and define five special postal services, with 85 percent * 
accuracy, - ' 

B. iGiven a description of pieceS'of incoming mail, rate them as to 

the priorities for taking care of such "corre^ondence by the 
employer. 

VIII. Business Behavior 

A. Solve three situations involving human relations probl'ems in the 
office that might occur during a business day, by choosing the 
best solution to each problem from a prepared list. 

B. " Identify the personal traits pr character changes that would be 
\ necessary to correct an undesirable office situation that has 

resulted directly from inappropriate behavior. 
% . ^ ' 

IX. Business Law 

^ 0 

A. Determine, when given a list of five simple situations each 
relating to one of * the elements of a contract, whether the 
^J.tfment is present 'or missing ^{80 percent accuracy). 

B. Describe the purpose of five legal forms from a given list, 
.with 85 percent accuracy. r 

' C. Determine, in given situations involving office responsibilities 
and duties, whether he/she is or is not acting as an agent (80 
percent accuracy) . 

X. Communication Skills 

A. Compose and type in mailable form an answer to a given piece of 
business correspondence in a clear, concise, and courteous manner , 
applying correct English usage. 

B. Choose from sentences or paragraphs the one in each case which 
best exhibits effective business communication for angers to 
specific correspondence. 

XI. Income Tax and Fiscal Records 

A. Verify given data and type in accurate and usable ^orm'^n average 
income tax problem. - , 

B. , Make raachinfe computations from given data and prepare a payroll 
register, payroll checks,' an<i related tax f orris for five people, 
with loo percent accuracy. j \l . 

XII. Emplojrraent Pr^jjaration 

A. Identify steps necessary .to prepare for a position iti a specific 
typSi of office. 

B. Analyze, and interpret from a giv^n example of a typical interview 
the questions and responses as they relate to both the applicant 
and interviewer. 

1% • ' -40- 



1/2 Credit' 
Prerequisite: None 



Grades 10-12 



.Survey of Info Processing (6&11) 
* Section, B \ . - « 

September' 3, 4974 ' / \ \ 



in 



Part; I is the fijst 45-day segment of a single-period, 90-^day course 
Sux^/ey ofr Information Processing. ^ It introduces data proces'sing and 
offers instruction as to the ^importance and evt>lutio^i of-ioaptl€Tng 
equipment. Major topical areas include, importance ind uses. of data, 
evolution aild growth of dai^ processing systems, applications -bf ldata 
processing, the basic data processing cycle, input/output data 
representation, and introduction to equipment and systems. y . 

Part II is the second 45-day segment in a two part seties. This/part 
develops an understanding of the importance of the computer irT bur 
society, what a computer is and how it operates to^atipfy oiS needs and 
wants. The purpose of this part, is to provide an overview of the^^basfc 
functions of computers, coippilter progratmning, and careers, in data • 
process ing.» ft 



Minimum Terminal Objectives 



The student' will: 



I. Basic Concepts 



A» Interpret the Hollerijth code for alphabetic and rittmerio data f^om 

a punched card. ^" \" - ' 

B. Define basic terms in, business data processing suclvas:' 



Address . • 

Alphabetic field 
Alphameric field • ' 
Assembler 

Automatic data processing 

Auxiliary storage 

Branchin^>s. 

Buffer, 

Card column 

Cathode-ray tube, ^ 

OOBOL 

Coding : - 



Compiler 
Console 
Core storage 
Data 
Debug 

External stoi^age 
' ^ield 

Flowcharting 
slnput/putput media 



• Masted card 
^" Memory « 
9 -edge' 

^Optical character 
recognition (OCR) 

Parity 
, Program 

ihrogr ammer 

Source document^ 



Magnetic ink character , Tjpmplate 

recognitibti (MICR) C^Ti^'. sharing 
Mark-sensed card % ^l2-edge 



List four data processing, occupations and give one responsibility 
of each. " ' ^ ' ^ 

II. Computing 'Systems . ' - , ' ' ?' \ • '{? 



C. 



A. Liit three applications of the digital computer and, least^ one 
application of the. analog computer. , ' : 

B. Give one^ identifying characteristic fbr each of the tbree .g^eta,tion8 
of computers. \ * ' * J , 

C. List^nd describe the function for each'^or^tthe fiv^ major ^dmponents' 
li of a^ta processing system* (input, storage, control,' log^<:V output). * 
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D. List two major differences between hardware and software, 

E. Define one function of computer system peripheral devices from a 
given list (tape drive, disk pack, drum unit, line printer, card 
reader, console typewriter). 

• F. List three unit record toachines and give one function for each, 
G. Convert ten numbers from numbering systems common to third 
generation computers to base ten \^th 80 percent accuracy. 

III. Program Development Process 

A. List one major difference between a source program and an object 
program. 

B. i Flowchart theological steps^ given a simple listing program. 

C. List four divisions of COBOL and define the function of each. 

IV. Social Aspects of Computer Development 



A. Describe the effects on an individual's life caused by business 
organizations maintaining consumer credit data j^ases. 

B. Describe the impact on job employment levels in an organization 
caused by job routines automation. 



Typewriting I (6151) 
Section B 

1 Credit Grades 10, 11, 12 * September 3, 1974 



Prerequisite: None * . ' 

■1 ■ ' ^ ' 

Part I is the first 45-day segment .of a ISOrday course in Typewriting. 
This part includes an introduction to the keyboard and op>erative machine 
parts. Major emphasis is placed on developing co;rrect techniques for 
typing and on building both speed and ^accuracy. Initial problem- solving 
assignments include tabulation mechanics, paragraph typing, proofreading', 
figures^^and symbol typing, statistical typing, setting of margins, 
centering of titles, and following directions. , . " 

Part II Is the second 45-day segment in a four part series. This part 
includes drills on horizontal and vertical centering and word division. 
Problem- solving assignments include announcements, personal notes, 
centering on special-sized paper^, typing from script, and aligning and 
typing over words. Major emphasis is placed on typing with control, which 
means discovery ofi an^ individual's speed range with maximum accuracy. New 
problem typing whicK. is introduced includes business letters, rough draft 
copy, addressing envelopes, simple tabulated reports with secondary 
heading and columnar headings, outlines, composing at the typewriter, 
themes, and report manuscripts. 

Part III is the third 45-day segment in a four part series. This part 
includes drills on technique evaluation, skill building, and skill appli- 
cation. Control applications should reinforce composing at the typewriter, 
use of operative parts, centering on standard and special-size paper, - 
rough* drafts, letter parts, outKjies, tabulation and word division. Skill 
application activities or job fe^ks are on related leami^igs; aligning and 
centering; typing a manuscrtfsTt of approximately three pages with footnotes, 
title page, and bibliography; changing ribbons and care of ^he typewriter; 
and erasing, squeezing, spreading, and correcting errors. 

1 

Part IV ds the fourth 45-day segment in a four part series. This part 
includes application of basic typing skill in various problem and 
production situations to build speed and accuracy to the highest possible 
levels. Production typing rates will improve through 'gaining skill in 
intensive productiori practice on letters, reports, and tables. Emphasis 
is primarily devoted to the extension of knowledges and improvement of 
skills required in the typing of correspondence, special business forms, 
manuscripts, use of carbon copies, and variations in basic cpramunication 
forms.* _ " - ' . 

Minimum Termilial Objectives ' \ 

V * - 

The ^student will: ' , 

I. Application of Typing .Techniques 

' - * I 

A;- Identi^fy the/teachine ^parts ancj their usage. . . \^ 

B. Type a five-iiAnu timing from straight-copy' material at\ 31 j^oi^te 
per minute /With no more than ten errors.. . 1 \ 

C. Incorporate! the principles of crowding and squeezing to 4 given 
statement of incorrect copy. * x^* ! 
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II. Business Problem Solving 



A. 

<^ 
B. 

C. 

D. 

E. 



H. 



Type a personal note of approximately 100 words from unarranged 
copy in block style with mixed punctuation, correcting all 
errors in ten minutes. ^ 
Type in usuble form a 100-word topical outline from arranged copy 
in 15 minutes, all errors corrected, y^ 
Arrange and type in usable form, errors corrected, a one*p«S^ 
manuscript with two footnotes, allowing 30 minutes, ' *^ 

Arrange and type in usable form, with errors corrected, an open 
table of IQO wotds (allowing 20 minutes), with at leas,t four, 
columns including- narrow and wide columns headings. V 
Type in usable form two letters (100 words each) with ori^' carbon 
copy, correcting all errors and using the letter-placement scale 
allowing 30 minutes: 

1. Modified block with indented paragraphs, mixed punctuation, 
containin| an attention line, subject line, and reference 
notation. I > 

2. Block style, open punctuation, containing a company name in 
closing lines, enclosure, and postscript. 

Type in appropriate form with all errors corrected an example of 
each of the second-page headings for a letter, allowing ten 
minutes . 

Address at least three large business envelopesxtn mailable form 
witjh special notations (air mail, personal) within ten minutes-^ 
errjors corrected. 

Tyi^e the following in the correct form correcting all errors, 
all^owit^g 15 minutes: , ^ 

1. 1 One interoffice memo of 60 wprds. 

2. I Five Index cards — to be arranged alphabetically. 
Type from rough draft' in ua^le form a six-item, bibliography, 
errors corrected, in l^^inutes. 



Compose and^pe, correcting errors,, a paragraph of lOO word^ in 
response jzfy a given topic and proofread finished copy with l/OO 
percent/accuracy. . 7 

Appl^worrf divlsibn rules at the .typewriter with 80 percertt'^ \ 
accuracy to a giveo list of ten words in ten ^nutes. 
Apply the rules given for capitalization; numbers- and punctuation 
Sy typing co^rrectly ten sentences irontaining at least ten Errors ' 
violating the^givm rules with a minimum score of. 80 percent, accuracy 
wi^h all typing errors corrected allowing ten minutes. 



m. English Usage 



A. 



B. 



C. 
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. Cooperative Office Education (6500) 
Section B 

2 Credits* Grade 12 September 3, 1974 



Prerequisite: The Cooperative Office Education student must have a 
salable skill and a good attendance record in past 
school years, and must be highly recommended by subject 
area teachers for the cooperative work-training program 
Students must have completed Typewriting I and be 
concurrently enrolled in Office Practice and Procedures 
or in one of the twelfth-grade career-oriented programs 
of clerk-typist, stenography, or business information 
processing. Before enrolling a conference with the 
COE coordinator is necessary. 



Cooperative Office Education is a program develo^d through a cooperative 
arrangement between the school and employers in a community which allows 
seniors who have acquired a salable office skill in the business education 
department^ to work at the entry level as an extension of the classroom 
ins true The student must work a tuinimum of 15 hours per week, a 

maximum of 28 per week. ' ^ 

' \ / 
In placing students in an office, the teacher-coord/i^nator tries match 
student abilities and skills with job requirements. The office training 
is planned, coordinated, and supeVn^ised by the school and the employer. 
The student receives two units of ci^edit and employers usually pay the 
'statutory minimum wage. X > 

* Additional credits earned by the students\through course work will be . ^ 
dependent upon the number of periods per day^^they are in clapd. A. 
student in a two-period course will earn two ifcgdi£s»Hfbr the class for 
the year. 

/ 

Minimum Terminal Objectives 

The student will: 

I. Personal Traits • *" 

A. Work under pressure in the office. 

B. Demonstrate initiative and resourcefulness. 

C. Develop patterns of behavior and an attitude that will assist in 
succeeding and advancing in an office career. 

D. Develop the ability to meet the challenge of frequent change. 

II. Skill Performance 

A. Apply to the job situation office skills and knowledges learned 
in the classroom. ' , 

B. Accept responsibilities, of the job and complete work assignments 
accurately. 

C. .^Increase proficiency in performing routine office tasks and 

duties. 
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Ill, Business Techniques 
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Section B 
September 3, 1974 



A. ' Adjust to actual conditions of employment ^^n a real office 
^ situation, * y 

B. Communicate effectively by^ral and written means, 

C. Organize work effective!^ and be able to establish priorities. 




PROGRAM OF STUDIES 



BUSINESS EDUCATION 

GRADES 9-12 



4 



9„ \ 
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^ Contemporary Teaching Strat»^ies for Business Education 

Today's young Lpe;ople are facing acute competitiu'n in the business 
world as society changes. Some of the reasons for these changes have 
been brought about by new technical advances, new business procedures, 
international involvements, multinational corporations, and more modem 
office equipment. The quantity and quality of knowledge and skills the 

business student should haye should also grow accordingly. 

* * 

The scope of instruction in business education is expanding to meet 
new challenges and to keep pace w^h the ra<^ical and swift changes in the 
business environment. Greater emphasis is being placed on teaching 
conceptual skills as well as manipulative skills. Such skills IfTSlrkle 
fact gathering, interpretation, problem solving, and decision raaSking. 
Greater emphasis must also be placed on management ability if st}(dents are 
' to meet requirements for job advancement. 

Office workers in the general business world, as well as in highly 
specialized areas, must learn the basics and languaec of business. They 
must know how to accumulate and analyze data. 

The teaching approaches to help students develop their maximum 
talents and skills must be planned. They shcSuld inglude a search for 
instructional alternatives as a vay to improve the instructional process. 

Psychologists agree that a motor skill is learned through perception 
of a stimu^lus. There is al^o wide general agreement that^ learning is 
aided by use of a wide variety of stimuli. Studies indicate that 
combination's of both visuals and verbal cues are more <ef fective than 
individual cues. ' 

There are several major teaching strategies used in the learning 
process of Business Education. These strategies may be developed through 
^ a variety of instructional approaches and reaching activities. 

Definition of Instructional Approaches for Business Education ^ . 

/ ^ . 

INDIVIDUAL INSTRUCTION APPROACH • 

Each student (is treated as an individual ^s to his/her interests * , 
skills, and abilitres. With the teacher's guidarice, students select 
projects and activities in which they have an interest and their skills 
are developed to meet the objectives of the selected project or activity. 

DISCOVERY APPROACH ^ , J' ^ 

Each student selects his/her own prqbl^m or topic for i^^^searching 
and reporting. The problem or topic might involve the effect of l^bor 
relations on the job by recent govemraent regulatory actions; .the" possil>le ^ 
effect of a current judicial decision on the legal rights involving land- ** 
lord/tenant relations; a job %tudy analyzing the tasks of a legal 
' secretary; conducting or participating in surveys; debating an ^ecologihal- 
issue; etc. ' '» ' ^ 
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GROUP APPROACH 

A number of students select a group project in which each member of 
the group will organize, plan, and produce ideas and work in the completion 
of one major study or project. 

UNIT APPROACH 

Classes involved in a unit approach seek answers to data concerning 
one particular area of thought and work and then relate this information 
to broader topics in the course. ' 

SYSTEMS APPROACH 

Classes using a systems approach use a group of devices in which one 
specific field of work is traced through each facet of its relation to the 
whole picture. 

^TIMEDIA APPROACH 

A system in which a number of devices are utilized for instruction 
such as films, tapes, pacing devices, visuals, programmed 
instruction, records, etc. 

COCURRICULAR APPROACH/FUTURE BUSINESS LEADERS OF AMERICA 

V 

A student organization made up of students taking business subjects 
and interested in business as a career. It endeavors to develop leadership 
ability in the students, student confidence, and an awareness in community 
service, and helps them become better citizens. 

LABORATORY APPROACH 

An intense environment that duplicates an actual business establishment. 
It is an application of previously learned knowledges and skills to an 
actual office environment rather than initial development for the first time. 

Definition of Instructional Techniques for Business Education 

INDIVIDUAL INSTRUCTION APPROAt:H 

Repetitive Practice Technique — Drills or exercises are completed 
until the skill or unit is learned. 

•Job Instruction Sheet Technique — Detailed steps and instructions 
are mapped out for the student to follow in completing a unit of work. 

Individually Prescribed Instruction (IPI) Technique — Students are 
permitted to progress at a rate cotnnensurate .with their abilities and 
ambitions, learning by various processes which suit their needs and 
preferences. 
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Learning Activity Package (LAP) Technique — Instructions, steps, and 
pictures are presented in systematic order to explain in detail a concept 
or skill to be learned without the ' teacher * s direct assistance. 

Homework Technique -'-Extra work, drills, or exercises are to be done 
outside of class to reinforce a learning activity. 

Programed Instruction Technique - -A concept is presented to the student; 

he/she attempts to choose a correct answer to a question concerning that 

concept; the student then gets immediate reward for a correct answer or 
explanation for an incorrect answer. 

DISCOVERY APPROACH 

Research Technique ""Each student selects his/her own problem about 
which to gather information and report. • 

Job Studies Technique - -Studying and analyzing a given job and arriving 
at a conclusion. 

« 

Surveys Technique --Conducting and compiling facts or figures to arrive 
at an answer or conclusion. ^ 

GROUP APPROACH 

Large"* or Small- Group Technique --Controlling the size of the group to 
one which will be more- efficient in completing a task. 

Committee Participation Technique --Foirming committees which deal with 
specific problems or areas. 

Battery Technique — Presenting ideas to tl^e class as a whole and then 
allowing students to work individually on mastering the concepts presented. 

Role-Playing Technique — Hypothetical but representative circumstances 
involving interpersonal relationships are established, and participants* 
take roles in which they act and react* spontaneously. It is a method of 
human interaction that involves realistic behavior in an imaginary situation. 

Discussion Technique- -The teacher and students present concepts and 
discuss the pros and cons of a particular ' topic. This technique may be 
used in all instructional areas. 

UNIT APPROACH ' ^ • ' , ' , - 

Mpdule Technique -''A specialized unit of instruction based on t^me 
constraints, i.e., minute(s)*, hour(s); day(s). 

Case Studies Technique — The student researches, organizes, interprets,^ 
and becomes skillful in decision makings The use of various games and 
'exercises provides the potential secretary with experiences that are 
related to the ^tual work in the business field. 

• f 
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Rotation Plan Technique **Student8 rotate fromXone project to another. 
For instance, when a limited number of adding machines are available, 
some students may be doing typing assignments as thk others use the 
machines* When the work at the adding machines is /completed, both groups 
will exchange places* 

SYSTEMS APPROACH 

Project or Practice Set Techniques ^^One phase of work in Bookkeeping, 
Record Keeping^ or other business subjects is studied and completed from 
its origin to the termination of the transaction or activity* For example; . 
a written check would be studied and traced from its creation to its 
return by the bank* 

Field Trip Technique -* A way of learning in which students go to the 
actual place where they see the reality of the concepts they have, been 
studying* 

MULTIMEDIA APPROACH 

The techniques used in this approach encompass as many methods and 
devices as are available and appropriate in achieving desired learning 
or changes in behavior or attitude. The following are among the techniques 
available: 

. Demonstration 
Multi-Channel Laboratory Playback* Equipment 
Films and Filmstrlps 
Overhead Projection Transparencies 
Videotape Presentations 
Audio-Tutorial Slide-Tape Presentations 
Dictation-Transcrippion' Equipment 
^cord-Players 

Skill-Builder Controlled^ Reader 
Tape Recorders 
Chalkboard 
Slides 

Lectures \, , 
Field Trips ' 
Exhibits' 



COCURRICUIAR APPROACH/ FITIURE BUSINESS LEADERS OF AMERICA 

Techniques -^e youth organization employs to teach and facilitate 
learning are: 

Leadership Training 
Committee Activities 
Coraniunity/ School Relations 
^Regional and State Contests: 
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Bulletin Boards 

Exhibits 

Spelling 

Parliamentary Law 
Public Speaking 



Mr*^ FBLA 

J^ttss FBLA' 

Essays 

Clerical 

Data Processing 
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Sclu)iarship Progtam 
Juiuor Clerk- Typist 
JunicM: Stenographer 
Senior Clerk- Typist 
Junior Accounting 
Senior Stenographer 
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lABORATORY APPROACH 

Training Stat Ion > On* the* Job Training^ or Cooperative Office Education 
(COE) Technique — Teaching correlated with Instruction on the job. A training 
fetation, often defined as a dovmtown lab, provides an opportunity for the 
student to praptice on the job what he/she has learned at 'school, 

simulation Technique * * Involvement in the ongoing, daily operation of 
a fictionalized company. The facilities are like those seen In a real 
office. Simulation emphasizes group learning in which the primary relation- 
ships are bet(/een the several people In the group and wherein ,they learn to 
work together. A model. of flee in Stenography II offers an ideal way of 
utilizing simulation. * 

Project or Practice Set Technique — Integrated tasks in which the 
entire working of a company is put together through representative jobs 
from each department of the company. 

Problem*Solving Technique * *A deductive method of reasoning to arrive 
at a solution to a given problem. A particular set of happenings in an 
office is presented to students. They analyze each phase of the situation ^ 
and come to a conclusion as to the best solution to the situation. 
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Grades 9-12 

^ Basle Business Coiftes ^ 
Introduction to Business 

Buslnes's Economics * 
Business Lav ^ 
Business Management 

!• Strategies for Teaching and Learning 
A. Instructional Approaches • 

1. ^ INDIVIDUAL INSTRUCTION APPROACH. 

a. Individually-prescribed Instruction (IPI) technique 
Example: In a review of business math In introduction to 

business, the student will complete review 
problems at his/her own pace being gi^en extra 
problems In areas In which he/she /Is having 
difficulty, ( 

b. Homework technique 

Exanple: In business economics or introduction to business, 
* the student is assigned reading an4 problem- 

0^ solving activities to supplement or provide 

preparation for class discussions or debates, 

c. Individual projects technique 
Example: Individual projects may be assigned in business 

economics where student study the stock market, 
buy and sell sto^s^je, oo:; survey different businesses 
•in making economic decisions for the different 
units studied. ^ ^ 

2. DISCOVERY APPROACH 

a. Research technique 
Example: The introduction to business, business law, 

and bus^.ness management courses utilize the 
, research tecKnique i)y having" students do 
background work in various units studied such 
as advertising. In an advertising unit students 
research the techniques of advertising, psychology, 
pitfalls, cost, and different mediums employed, 

b. Job studies technique 
Example: 'Rie business management class may use th^ job 

^tudles technique when an office management 
problem is presented to them so tl^at they must 
study and analyze the problem, detemine the 
steps to be followed, and arrive at a conclusion 
for the most efficient method of completing the 
task. 

c. Surveys technique ' 
Example: In business economics students may use surveys 

to find the different buying practices of families 
of various sizes and with incomes^ of different 
' • • sizes and relate them to the change in iheir 

habits to cope with inflation and deflation. 

-6- 
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GROUP APPROACH 

a. ^ Large- group technique 

Example: Large groups in business law classes^^ do 
-4;^:^**^ 'research on different types of caselj^^t can 

' be tried under crimin|^K Law-/ ^ 

b. ' Small -group technique \ ^ 

Example: . Small groups may be utilizVxiJjX-^ysiness 

mana^gemerit to report on various topics, such as % 
Jiow to get a lixense to open a business, 
c • Conimittee 'participation technique 

Example: In business law the class^may be divided into 
committees to inquire about specific laws con- 
cerning business so that one committee might 
y find ancjr consolidate ihformation coneernlng 
/ civil law; another committee, criminal law; 
another, corporation law; and another, copy- 
/' right -and patent law. Th^n a spokesman for each 

committee will present the findings of that 
/ r particular committee to ithe entire class. 

d. Battery techniqu"e 

Example: In introduction to business classes the ^process 
of figuring income tax returns may be explained 
to the entire class as a whole, and then each 
. ' student completes iiis/her individual income tax 

return or one provided.^ 

e. Role-playing technique 

Example: Students in a business management class are 
given a situation of a person who wishes to 
start his/her own business and utilize the J 
role-playing technique in applying 'for a loan 
with the bank. In doing this such ideas are 
explored as the need for credit references,-* 
amount of capital required, future growth plan's, 
etc. In introduction to business , ^studen|:^s " , 
act out the parts of a bank workfer and a person 
opening a checking account at a bank, showing 
'the necessity of signature cards, etc. 

UNIT APPROACH 

a. Module technique 

Example: In business law a unit on contracts is presented ^ 
and one module deals with the requirements neces-* 
sary to mafce a contract legal. 
In business economfcs the unit on advertising 
places emphasis on the module of the propaganda 
involved in advertising, good and bad advertising 
practices, etc. r 

f - 

b. Case studies technique ^ 

Example: In business law case studies are an effective 

means of studying specific situations concerning 
* , business and the law so thaC students analyze 
the problem, explore the decision possibilities, 
and choose the best solution to the case. 
In business management students are presented 
with a business investment problem. Students 
discuss different ways the problem can be resolved. 
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c. Field trips technique ^ ' / ^ . , 
Example: In business la^ classes Students may tah^" 

a trip to the court house to see the forking of : 
the system and listen to 'court In sj^sslon, 
In introduction to business students go to the ' 
• ^ - . mint of the.-Trfeasury Department as a'part of • / 

\V theli^ study of .money, ^ t 

d. Probl^n^o lying technique C^^' 
Exav^le: Workbooks are utilized in Introduc.tioh to' . 

business and buariness management "clashes in the 
examination and evaluation of existing data, 
drawing on past experiences aifd acqui.red'^ know- 
, • ledge,, and choosing the b^st solut^ion ^'t;© th^ 

various problems presented* \ 

5. MULTIMEDIA APPROACH ' ' 

i;n all the basic business courses the' following tgchni^ues ' 
may be usfd: , ' . ' * 4 

a, Filmos ' , • . . ' - 

b. Fllmstrlps with recorded presentation^'"* ^ ' 
c^' Overhead^ projection transparencies ^. . 
d. Chalkboard^ 

' e. Speakers " ' - \. 

6. COCURRICULAR APPROACH/FUTURB BUSINESS LEADERS OF AMERICA" 

* lu all the 'ba sip business courses the followfng - techniques 
may be used: ^ ^ ^ * . > . ^ ^ 

a. . Leadership training * , ' j ' * 

b. Committee activities * ' '^^v * ' • 

c. Community/school r;f;latlons I - , P ' 

d. Regional and ^tate contests , ' ^ 

(1) Spelling' ' ^ • " , ' ; - _ ^; 

(2) . Parllamentaty Law^, - ' ^ ^* \ \ 

' (3) ' Public Sijfeaking ^\ ' x ' ^ ' ' . 

(4) Essays^ ' ^ = * jy* ^ 

(5) Bulletin Boards y : ^ 

(6) Exhibits- ^ -t)/ • ' . \' 

Organizational Alternatives - * ' . 

1, SETTING ' ' . , \ 

a. Traditional- size basic classroom, */, % ^ * ^ ^ ' V 
Altematlve--M|ge; open sp^ce with movable wall facilities. 
, b. Single tabl^ ^nfchalr for each student. 

Alternative- -Large work tables to accomrfibdate four or 
^ mori?- students' with stools, '[^-^i^ 
c. Access to deparjanental resource center and school .library/ ^ 
resource center, * ^ . / 

^Alternative — Access to specialized subschool resource centec. 

2, PERSONNEL ' - _ , , ' ' ^'A. 

a. Certified teachei/with ^ basic business endorsement, .> ; 

b, QuaHfled* persotmel with a background in bu^eitiess maifage- 
ment*l|nd/or administration, ^ • . • 
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i Suggested Units 

A* Sample Unit — Motive and Organization of Business 

(Extracted from* Introduction to Business Curriculum Guide) 



OUTLINE OF CONTENT 



ACTIVITIES 



Motive and Organization of Business 

A, The Profit Motive 
- 1. Risk taking 

2.^ Production 

B, Business Ethics' 

1. Consumer ethics" 

2, Businessman ethics 

C, Competition 

1. Pure ^ 

2, Monopoly ' 

3. Oligopoly 

Business Organization and 
Responsibilities ^ 
1. Single proprietorship 
2r Partnership 
,3. Corporation 

4, Cooperative 

E. Features of Our Economic System 

1. Free enterprise 

2. Private enterprise 

3, Private property 

4, Freedom-of -choice 

a. Democracy '* 

h. Sdfcialist 

c. Communist 

d. Fascist 



(ACTIVITIES Cont.^) 



6,^tAllow students to pre- 
' pare posters depi-cting people 
engaged in .prbduction. Example: . 
In the center*of a large poster, « 
they^could paste*^ picture 
of a person using a phone, then' 
arrange in a circle' pictures of 
telephone lineman, executive at 
jdesk, t-^lephone operatbr, service- 
man, clerk who .prepares bill*, etc. 



1, Give pretest (see 
appendix) 

2, Have student disct|s- 
sion on questions: What is 
business? What does busi- 
ness do for our community? 
What is production? What's 
right with America? 

3, Have students bring 
to class examples of how, 
business serves us — phone 
workets, factory workers, 

■ persons working in banks, 
< advertisements, etc. 

4, Have buzz sessions 
in small groups to discuss- 
ways in which early American 
families produced and con-- 
sumed goods as compared to 
today's ^erican families 
who now .depend on businesses 
for production of most of 
the goods they consume 

5, Have students write 
brief report on one of the 
following ' topics : The Im- 
portance of Businesses to 
the Local Community, Why 
It's Important for Everyone 
To Understand Business, 

Wha t/ Why ^ Risks Are Involved 
in Businesses, How Does the' 
Profit Motive Affect One's 
Business?, Advantages and 
Disadvantages of Speciali- 
zation * 

(cont. .in Outline Column 
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Sample Unit — Legal Aspects of Employment 
(Extracted from Business Lav Curriculum Guide) 



OUTLINE OF CONTENT 
X, 'Contracts of Employment 

A, Terms of Employment 
1« Employment' 
2« Employer 

3, Employee (vs, agent) 
.4, Employee (vs. Independent 
i contractor) 

5, Collective bargaining 

B, * Kinds of Contracts 

1. .Oral 
- 2. Written 

3. Collective bargaining 

Students 'should be informed that 
often the application for employ- 
. / ment const Itues/a ^hr.ltten contract 
of employment. 

C, Rights of the Employee. 
' 1. Compensation w 

2. Sdfe working conditions 

3. Reasonable treatmfent 
.4/ .Agreed-ujion duties 

D, Rights of Employer 

1 . Obedience 

2. JLeasoxiable skTllls 

3,. Loyalty and hpnesty ^ 

4. Reasonable performance 

E, . Liability of Employer for Acts of 

Employees 

Liability of Employee for His/Her 
Own Acti- 
G. Termination of the Employment 
Contract 



-III Cont, in Curriculum Guide 
(ACTIVITIES cont.) 

willfully prevent a former employee 
from obtaining' another job. If he/dhe 
does he/she is guilty of a misdemeanor 
in Virginia 






ACTIVITIES 

1* Incorporate terms 
into class discussion 

2, Use workbook * 
assignments 



Refer to flags 
on page 19 



3, Use selected 
cases 

Refer to flags on 
page 21 

Lecture and/or 
prepare, a handout* on ter- 
mination, of employment in- 
Virginia ' ^ - ' 

Oral emplpyment 
contracts in Vir- 
ginia ar? con- 
siderW to te "employment 
at will": this meatis .that 
either party can terminate^ . 
the contract at any time 
without giving a reason. 
Any arguments concerning 
the termination of an oral- 
contract of employment in 
.Virginia would have to be 
handled through a civil ^ 
action. Upon termination * 
of employment, the employej: 
must pay the employee for ^ 
all work performed • "Such ^ 
payment must be made on or ^ 
before the date on.. which 
the employee would ha.ve been 
paid had he/she still been work 
ing. No employer shall - 
(cont. in Outline column) 

*Special notes regarding sub- 
ject matter or Instruction have 
been marked with a flag to the 
^teacher 
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Grades 10-12 



Bookkeeping/Accounting/Data Processing and Related^ Training Coui|ses ' 



Accounting 

Bookkeeping 

Record Keeping 

Survey of Info Processing 

Business Information Processing I 

Busin'ess Information Processing II 



ERIC 



I* Strategies for Teaching and Learning 

A, Instructional Approache's 

1. INDIVIDUAL INSTRUCTION APPROACH 
a, Repetjt^ive practice technique 

Example:^ Problem drills for recording transactions in 
accounting. Use of the sorter machine in 
''Business Information Process*ing I, 
< b. ^ Job instruction sheet- technique ' * 

Exiample: In bookkee^?ing the steps in journalizing and 
posting may be presented in an outline form 
for the student to follow in recording his/ 
her transactions,. Application of a payroll 
problem on a' computer terminal may be used 
in Business Information Processing I or II, 
c. Individually prescribed instruction (IPI) technique 
Example: Payroll tax liability in accounting classes, 
^ In Business Information Processing II program- 

ming for a computer-- teach- computer language to 
to the class "as a whole; ^ then allow each student 
to work individually on programming problems. 
Learning activity package (LAP) technique 
Example: Several LAPs have been designed and can be us^ 

.in areas involving adding and calculating machines, 
flowcharting, human relations, and sorter (IBM) \ 
in the Business Information Processing I and 
* II classes. \ ^ \^ 

Homework technique ^ »^ 

Example: Students will be assigned homework exercii^es 

in bookkeeping and accounting that will i^^w^lude 
'* the application of the material presented 

class that day, % 
f,- Programmed instruction technique ^ 

Example: In accounting and Business Information Proce3$ing 
I and II classes, this technique is usexi in the" 
teaching of machine parts and their operations, s 
^Such machines would include the keypunch, the 
sorter (IBM), accounting machines (IBM), and 
mechanical computation machines, , ■ 
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DISCOVERY /^PROACH 

a. ^ Research technique 

Example: Interviews and readings taken from American 
Institute of Public Accountants may be used 
in accounting classes. Readings at appropriate 
levels from data processing trade journals' 
and trade publications may be used in Business 
Information Processing I and II classes, 

b. Job studies technique 

Example: In Businesslnformation Processing I and II 

classes a study might be conducted in th« local 
business communitiT to determine the specific 
job needs for a keypunch operator, tab equip- 
ment operators, c^de clerks, tape librarians, 
and programmers, to accounting or bookkeeping 
a study might be conducted to determine the 
specific training requirements for job entry 
and other course work necessary to advance to 
higher-level jobs for an accounts receivable 
clerk and a junior accountant. 

c. Surveys technique ^: ' 

Example: In survey of info processing classes, students 
might survey a particular business to study the 
computer application^ being used. An' accounting 
fcla^^^ight perform job surveys to, determine the 
educational qualif ic4tions of currtent employees ' 
in the various bookkeleping and accounting positions^ 
GROUP APPROACH * 

a. Large-group technique 

Example: Teach In Business Infcjrmation Processing I and' 
^ II classes computer architecture which includes 

the internal parts* an<J\ the functions of^ the 
computer. \ 

b. Smallrgroup technic^ue ' > 

Example: StudentJp may work in sm^ll groups in bookkeeping 

and accounting on special practice sees or projects 
to reinforce and practically apply newly leaded 
concepts, ^ 

c. Battery technique ^ 

Example: Assign a prograzaiilng problenkwith given test data 
and validate the output in Btisiness Information 
Processing I and* II classes by using adding and 
calculating machines to test the validity of the 
problem. In bookkeeping, the class as a whole 
will be given instruction on the end of the fiscal 
period work such *as fina^«dal statements, adjust- 
ing, closing and reversing\n tries, and then -will 
be given exercise problems to solve. 
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Onit approach 

a. Module technique j 

Example: Flowcharting --show thi logical steps of 

analyzing artd executing a given business problem 
in a stirvey of info processing class. 

b. Case studies technique 

Example: Cases are presented in accounting and business 
information processing classes when students 
must discuss the proper attitude and conduct 
required of the employee. 

c. Rotation plan technique 

Example: In developing basic -skills in accounting students 
are^ rotated on adding and calculating machines 
and on data processing equipment 'in Business 
Information Processing I and il because of the 
limited amounit of equipment available* 
SYSTEMS APPROACH 

a. Project or practice set technique 

Example: Both Business Information Processing II and 

accounting students can build ^nd execute with 
a teacher-prepared project an inventory control 
system foT the high school which includes equip- 
ment and textbooks. A commercially published 
practice ^et could also be used to enhance the 
teaching-learning process by involving the 
student as a "total worker'* in A comprehensive 
system study. 

b. Field t*rip technique 

Example: In Business ' Information Processing I and II 

classes, students are taken'-to a local computer 
penter to observe the processes involved in the 
center's operation. 
MULTIMEDIA APPROACH 

In all the Bookkeeping/Accounting/Data Processing and 'Related 
Training Courses, the- following techniques may be used: 
a. Demonstrations 

(1) Machines--computer -terminal 

(2) .Visual displays^-pegboard payroll accounting and wiring 
control panels 

(3) Applications--manual and automated preparation of 
financial statements 

b* Films 

c. Filmstrips \^ith recorded presentation 

(1) Use of adding and calculating machines ' 

(2) Use of data processing equipment 
(3> Programming languages ^ • 

d. Overhead projection transpaifencies 

e. Chalkboards 

f. Speakers . 

\ 
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g, Sklll-bullder controlled readers * 

(1) Keypunch drills and practices - , 

(2) Filing drills and practices 
, h. Computer-assisted instructions 

(1) Automated accounting ' 

(2) Program maintenance 
1* Videotape presentations 

(1) ' Job applications and /interviews 

(2) Human relations ' ' 

7. COCURRICULAR APPkOACH/FUTURE BUSINESS LEADERS OF AMERICA 

In all the Bookkeeping/Accoui:jt?ing/i)ata Processing and Related 
Training Courses, the following, techniques may be. used: 



a. 


Leadership training 


b. 


Committee activities 


c« 


Community/school relations 


d. 


Regional and state contests 




(1) 


Spelling ' 




(2) 


Parliamentary Law 




(3) 


Public Speaking 




(4) 


Essays 




(5) 


Bulletin Boards 




(6) 


Exhibits 




(7) 


Mr. PBU 




(8) 


Miss FBLA ' 




(9) 


Junior Accounting 


(10) 


Data Processing 



1 



8. LABORATORY APPROACH 

a. On- the- job* training (COE) technique 

Example: Students apply in actual job-entry employment 
the concepts that have been taught in business 
information processing classes. « 

b. Problem- solving technique 

Example ?> In accounting the students will solve problems 

for disposing of an asset. In Business Information 
Processing II the students will take a computer- 
program that is geared for a specific kin4 of 
output and modify it slightly for increased 
management Information. . 
c; Simulation technique ^ ' . 

Example: Unit Project --Students will solve business 

problems which emphasise a specific unit of study 
in^ |ccountlng and run a problem on the data 
processing 'equipments 

Example: Practice Sets — In accounting, bookkeeping, and 
record keeping classes, a leamlng-by-doing \ 
process becomes an effective teaching technique 
through the use of commercially published 
/ practice sets relating to the use pf specialized 

i , journals in accounting procedures for merchandising 

or service-oriented businesses. 



74 
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Example: Remote Job-Entry Computer Terminals -- In , 
advanced business information processing 
classes, remote job-entry computer terminals 
provide a most effective media for computer 
interaction for developing programming 
techniques, accountirig and management 
simulations, and the solving of business 
problems. 

Example: Block- time Instruction —Business Information 
Processing I and II classes are composed of 
two class periods set aside for a vocational • ^ 
office education program. A comprehensive 
system approach is used which involves the 
student as a "total worker" based on a student's 
career goal with extensive use of integrated 
practice and job simulation. - * 

Organizational Alternatives 

1. SETTING \ . * ; - 

a. Bookkeeping/A*ccouTltli:ig--A .traditioiial-size, basic class- 

ro.O;m. - * ' ' ? 

Altemative^;*;La^ge, space with movable^all facilities. 

b. Bookke^ing/Acc6urttlng'*r,^St^ table and chair for each 

stujient . \ t.T-^^i^J'^ 
Altemative--I^vge 'wc^,tafci^|^,^V with stools, to accom- 
modacte fbur^'pT ^sjtudents, 

c. Career-Oriented Proferam'n'-X|jllxge laboratory equipped with 

adding and cal^tljating machines and individual 
tables and chalr^ i^ith an adjoining fully equipped 
data processing machine room. 
Alternative--A large classroom with access and proximity 
to the administrative data*processing center. 
Classroom should be equipped with adding and 
calci3y.ating machines, keypunch machines, and 
recftote job-entry computer terminal. 

d. Access to departmental* fesource center and school library/ 
, ]ces^n)sce cetitet. 

Alternati\^-^.Access to "'specialized subschool resource center. 

2. PERSONNEL • ' *1 \* 

a. Bookfceeping7AccountJ.ng- -A Certified teacher with an 
endorsement in accounting and with identifiable 

» teacher competenc^^es . 

b. Career-Oriented Programs--Certifjled teacher with a 
specialized endorsement in data processing, 
accounting and related training, with 
identifiable teacher competencies.' 

c. Survey, of Info Processing — A Certified teacher with an 
endorsement , in data processing and with 

^ identifiable teacher competencies. 
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Bookkeeping/Accounting- -Qualified personnel with 
a background of practical office work 
experience. 

Career-Oriented/Data Processing--Qualif ied personne 
with a background of practical computer 
center work experience. 
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II. Suggested Units 

A. Sample Unit —Review, End of Fiscal Period Work and Simulated 
Project (Extracted from Bookkeeping Curriculum Guide) 



OUTLINE OF CONTENT 

III. Review Maintenance of Cash and 
Merchandising Records 

A. Preparing Checks 

1» Maintaining check stub 
records 

2 . Reconciliation of bank 
statement 

3. Proving cash 

B. Petty Cash 

1. Establishing petty cash 

2. Replenishing petty cash 
"C. The Accounting Records For a 

Merchandising Business 

1. Purchasing merchandise for 
cash and on account 

2. Selling merchandise for 
cash and on ac.count 

3. Accounts payable 

4. Accounts receivable 

5. Merchandise inventory 

IV. End of Fiscal Period Work for 
Merchandising Business 



A. Adjusting Entries (worksheet 
optional) 

1. Merchandise inventory 

2. Supplies 

3. ^^^repaid insurance^ 
Closing Entries (worksheet . " 
optional) 

1. Income accounts 

2. Cost and expense accounts 

3 . Income and expense summary 
account 

4. Drawing account 

C. Financial Statements 

1. Balance sheet 

2. Capital statement 
3; Income statement . 

D. Closing General Ledger 

E. Post-Closing Trial Balance 



B. 



Simulated Project 



ACTIVITIES 

1. Check pretest to 
determine areas of weak- 
nesses so that individual 
or group assignments may 
be made 

2. Use transparencies 
to review checks and stubs, 
bank reconciliation, record- 
ing, and posting 

3. Assign appropriate 
reading materials in 
bookkeeping texts and write 
out the answers to the 
study questions, terms and 
cases 

4. Demonstrate the 
steps in recording adjusting 
entries and closing entries 



If the worksheet is 
used, adjustments 
should be completed 
before journalizing 



5. Using a ledger 
where all posting has been 
completed, have students 
tlose the genetal ledger 

6. . tiling duplicated 
forms or workbook forms\ 
assign problems covering 
the preparation of finan- 
cial statements in class 
and check for accuracy 

7. Prepare a post- 
closing trial balance 

8. Assign simulated 
project on individual or 
group basis 
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B. Sample Unit — Evolution, Growth, Uses and Application of Data 

(Extrated from Survey of Information Processing Curriculum Guide) 



OUTLINE OF CONTENT 
I. Importance and tlses of Data: 

A. , History of Record Keeping 

B. Sources ^and Typj^s of Data 
• C.^ Needs>for..D'ata^ 

Decisions BaseiS on Data 
E. Growing Complexity..,Qf^Data 

II. Evolution and Growth of Data 
^ I^roc^ssing ^Systems 

A. / Definition of Terms — Data^'Data 

. Processing, Technology, Automation, 
Etc . s ^ 

B. , Evolution of Data Processing 

Sys't^s^ 

1^ Early "one-man business ' 

2. Expansion of business 
I 3. ' Early mechanization 

4. Development of office pacl^inea 

3. Paper tape data processing 

6. Development of punched card- 
systems '-r 

7. Integrated data processing 

8. ^ectronic data processing 
' systems ^ , 

9. - Future of data processing 

C. Data Processing in tW Business ' 
Organization 

D. FilljQg, Techniques for Classifying . 
Data 

ill. Applications of Data Processing 

A. ^gineer'ing , , 

B. Science , *^ ' 
<. Statistics , 

D. Military 

E. Financial and Banking ^ 



ACTIVITIES 

1. Have students 
answer questions selected 
from reference sources 
available 

2. Give lectures on 
the Importance and uses 
of data 

3. Show NCR film. 
Weaknesses of Unprotected 
Written Records 

^. :ShoV CBS film. 
Computer Revolution 

3. Use transparerjcies 

6» Hold tlass 
discussions of pertinent 
informjation 

7* ^ Give lecture on 
ex^olution of data 
processing 

p. Use chalkboard to 
demonstrate business 

ex^>ansioh (flowchart) 

* *- 

9. Give lecture on 
filing techniques used 
in classifying data 

10. Have students ' 
prepare oral and written 
reports on data processing 
applications 



11. Use the film. Modern 
rchandise Managment by NCR 



tcont. ) 
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B. (cont.) 



OUTLINE OF CONTENT 



ACTIVITIES 



F. Business and Industry 

1. Accounting 

2. Payroll 

3. Reports 

- 4. Iriventory and material control 

5; Productaon scheduling 

6. Labor distribution 

7. Sales analysis 

8. Market forecasting 

9. Management forecasting 

IV. Basic Data Processing Cycle 



A. 
B. 
C. 



D. 
E. 



Collection of Data 

Input Preparation and Jintry- 

Processing 

1. Classifying 

2. Sorting 

3. Calculating 

4. Sununarizing 
Storage 
Output 



12. Have students 
answer questions selected 
from reference sources 
available 

13. Hold class 
discussion of oral 
reports 

14. Use other 
available films 

15. Give lecture on data 
processing cycle 

16. Use teacher-made 
Exercise to demonstrate 
the data processing cycle 
Example: bl^lling and 
sales analysis exercis 




ERIC • 



-19- 



79 



at 



Business Education 
Section C 
September 3, 1974 



C. Sample Unit— Or ientation 

(Extracted from Business Information Processing I Curriculum 
' Guide) 



OUTLINE OF CONTENT 

\ 

I. Defijiition of Data Processing 

^ A. Types of Data Processing 
^ 1. Manual 

2. Mechanical 

3* Electromechanical 

B. Why Be Concerned With Data 
Processing? 

1. Expanding population 

2. Complex society 

3. Decision .making 

4. Wdfker' shortage 

II. History of Data Processing 

A. Ancient Systems 
'B'. Development of Manual Systems 

C. Mechanical Systems 

D. Growth of Electromechanical 
Systems 

,111. The 80-Column Card 

A. What is a Punched-Card? 

B. Method of' Recording Data qn Cards. 

C. Card Layout Requirements 

D. Card Design 

E. Uses of Punched-Card" 

F. The Need f^r the Punched-Card 
and Punched-Card Equipment 

G. Advantages and disadvantages of 
Punched-Card Equipment ^ 

IV. Keypunch System 

V. Adding Machines ^ 

A. Ten-^ey 

B. Full-Key \ 



ACTIVITIES 



1. Give lectures on the 
methods of processing data, ^ 
on why data processing was " 
developed, and on why the 
field of data processin'g is ^ 
expanding so rapidly 

2. Show films from 
Instructional Media Center to 
augment lectures on the defini* 
tion and history of data 
processing 



3. Assign selected read- 
ings from reference sources 

4. Hold class discussions 
on highlights x)f studies from 
selected resource references 

5. Use teacher prepared 
and/or commercially prepared 
transparencies in demonstrating 
machines 

6. Show films or . 
variousA:haracteristlcs and use 
of' the keypunch .^s itt relates 
to the total key]^uncn system 

7.. Give demonstrations of 
keypunch machine and of adding 
and calculatijig machines 



\ 



(cont . ) 
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C. (cont.) 

OUTLINE OF CONTENT 
< VI. Calculating Machines 

A. Rotary 

B. Visual Screen Ele/^tronic 

C. Printing Electrafaic 

VII. Accounting Pr:^cx£ples and Practices 

A. Scope of/Accounting - ' 

B. s; Tjie Ap<founting Equation ^ 

VIII. Filing Practices 

A. Importance of Filing 

B. Filing Procedures as They Relate, 
to Data Processing 

C. Info'rmation Retrieval 

IX. ^ Business Behavior and Bsychology 

A. Human Relations in the Office 
- B. 'Success on the Job 



^ACTIVITIES 

'8. Establish a rotation 
plan for training students in 
the use of adding and calculat- 
ing machines 

9. Have students discuss 
the importance of understanding 
accounting principles as related 
tt> their use in data processing 

10. Have students visit 
various offices to see progerly 
oi-ganized library .records systems 
and the techniques used to 
control their tapes, cards, 

. and other records 

11. Secure a guest speaker 
to speak on the tppic of "Job 
Success" ' 

12. Select case studies 
for students to analyze and 
make decisions on possible 

, solutions which deal with 

human relations in the office « 
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Sample Unit — Storage — Input/Output , ^ *^ 

(Extracted from Business Infcrmation Processing II Curriculum 
Guide) ' * • - . , ' 



.OUTLINE OF CONTENT 



Storage — Input/Out^t 



A. 




Random and Sequential .Acce^' 

}.r Magnetic core 

2. Magnetic disc 

3* Magnetic drurn^ x 

4. Data cell ^ ^ 

5. Card random access memory 

6. Thin film 

7. Magnetic -tape 

'8'. Punched cards ' * 

9. Papejc tape 



B. Other Input/Output Devices 



1 

i 

2. 
'3. 



Data syohronizes, buffers 
daxa channels 
oh line typewrite? 



Magnetic ink^ 'character 
\ recoghization ' 
4". Optical character reqognization 

5. ' Cathode-ray t^iKe and light:table 

6. Graph plott^s 

C. Non-Destructive Storage 

D. Data TrahSmissiotv* 

E. Cryogenics ' - / ' 



ACTIVITIES 

1. The student will* 
write a comprehensive ■ 
paper on storag^e jlevicfes 
which will include 
illu^l^^:|ltions 

2. ,The student will 
give oral report ^ 
explaining the Input/ 
Outpuf devices . 

3. ' The students will 
decide what In^ut/Output ■ 
devices would be used in 
specif it applications in '* , 
g*oup discussions 

■ 4* T^' students wiM. 
write'critfcal analysis 
^papers th& nietl\Od*s al!d 
technitjues of r^on- 
des'itrtictive storage,- 
data transmissio'n; and 
•cryOgenus '» 
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Grades 11-12 ' ^ ' 

Stenographic and Related^ Traini-ng Courses 

Stenography I _ ^ ^, 

Stenography 11 

Shorthand 



I. Strategies for Teaching and Learning 



A^». Instructional Approaches ' ' 
1. INDIVIDUAL INSTRUCTION APPROACH 

a. Repetitive practice technique 

Example: In shorthand and stenography classes, repetitive 
r'eading and writing of brief forms is utilized 
. » 'to develop automation in using brief forms in 

^ taking faster dictation. 

b. Job instruction sheet technique 

Example:/ In stenography classes, the student i<s given an 
instrtiction sheet for the duplicating unit and 
follows step by step for completing the typing, 
' proofreading, and running off a particular job. 

c. Individually prescribed instruction (IPI) technique 
Example: In shorthand and stenography classes, the shorthand 

lab is used for the dictation of material at 
^ , , various speed^'^to- me^t individual needs. 

Learning activity paekag^^(LAi*) technique " 
Example: In the stenography classes, students are p^rovided ^ 
with/S LAP with illustrations and explanations 
^ of the/£iling rules and examples. The student 

follows 'the procedures-^set forth and then uses 
this information to complete exercises in filing. 
^ e. ' Homework technique. , . ' ^ , . , 

Example: In shorthand #and Stenography I classes, students 
' are assigned/shorthand theory drills for practice 
' " ' ' outside of class\so that the student is better 

prepared to go on with th^ theory presented iti 
class the following day. 
f. Programmed instruction technique ^ / . 

.Example: Use of programed booklets- in spelling, punctuation* 
and English is utilized in shorthand and 'Steno- 
^ graphy classes to enforce students correct 
'application of these Skills when transcribing 
) their shorthand notes. ^ 

2.. DISCOVERY APPROACH ' . ' " . ' 

a. J^b studies technique J 

Example: ^ In the stenography classes students will study 
and discuss ^the t^asks tofl responsibilities of a 
M receptionist. 
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b. Surveys technique 

Example: In the stenography classes students can conduct " 
interviews of secretaries or do" research on the 
various equipment secr.etaries use and the types 
of .activities they perform daily in local offices. 

GROUP APPROACH 

a. Large-group technique 

.Example: 'In Stenography I, the class as a whole ^ is • given 
a basic presentation of the proper techniques of 
typing and correcting a stencil. 

b. Small-group techrfique 

Example: Following a basic presentation on the stencil, 

the students 'work in- small groups on .the comple- 
tion of a. stencil and its duplication., in Steno- 
graphy I. . 

c. Battery .technique - \ 

Example: Transcription .techniques of typ'ing from short- 
hand notes, applying' correct punctuation, *T\;dging 
the placement of a letter by looking at their 
shorthand noteff, etc., are explained to the 
whole class before individual ^attfen^t;^ at 
; transcription are made in shorthand and steno- 

^ * graphy classes. 

d. . Role-playing technique 

^Example:* In stenography classes. in practicing interviews- for 
a job, students act out .parts of the employer arid 
* * ^ the ^applicant and demonstrate the proper and 

improper way to dress, respond to questions, and 
conduct oneself on a^ interview. 
UNIT APPROACH • ^ 

a. Module technique 

Exdpple: A unit of instruction on the automation- of the 100 
most frequently used words in business letters may 
be used in shorthand and stenography classed. 

b. ' Case studies technique ^ ' 

ExMiple: In stenography classes when given a particulate 

^ unpleasant office «ituati(^,.-the students analyze 
. the happenings and decide the ♦proper action to take' 
to correct the situation^ an3 the things Jthat couH 
have been: done to prevent this situation. 

c. Rotation plan -t;echnlque * . ' . ^ 
Example: In ste^nography classes vhen'only a rimited number 

of machines are available, students will rotate 
in using the equipment so that every student will 
have had an opportunity to operate eacli. different 
type of 'machine presented. ^Types of equipment 
. involved in a i:ptat3|4.on plai/may include the ^follow-e 
* ing: transcribers, . magnetic tsp€ :edit?Jng type-^ 
writer, duplicating equipment, adding' and 
calculating machines r ' * ( 
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SYSTEMS APPROACH . ' 

a. Integrated projector practice set technique 

Example: In stenography classes, students may use an office- 
style prao-tice set or teacher-prepaf ed project 
which brings^ together the typing and stenographic 
attitudes, knowledges, and skills previously 
learned itito a task or job*' 

b. Field trip -technique ^ ^ 
^ Example: Students in stenography classes may go to a 

particular office to observe in actual practice 
- the concepts presented in class, 
MULTiMEDIA APPROACH 

In all the stenographic and related training courses the following 
techniques inay be used: ^ ^ 

a. Demonstrations 

(1) Machines 

(2) Visual' displays 

(3) Applications ' *' ^ 

b. Films . ^ 

c. Filmstrips with recorded presentations 

d. (1) Job interviews * ^ 
(2) Interpersonal relations 

d. Overhead projection transparencies 

e. Chalkboards * 

f. Speakers 

g. Videotape presentations 

(1) Typewriting demonstrations 

( 2 ) Job in te r vi ews 

h*. Multi-channel laboratory playback equipment 

(1) Shorthand theory practice 

(2) Shorthand dictation practice 

(3) ^ot*thand skill-building development 
i. Audio- tutorial slide-tape presentations 

3 . Dictation- transcription machines 
k. Record players - 

(ly Special recorded filmstrip narrations 

(2) Shorthand dictation practice materials 
1. Skill-builder controlled readers 

(1) Shorthand drills and practices 

(2) Filing drills and practices 

m. Tape recorders } 

(1) Job interviews 

(2) * Telephone techniques and manners 
COCURRICULAR APPROACH/FUTURE BUSINESS LEADERS OF AMERICA 

In all the stenographic and related training courses the following 
tech\iiques Inay be used: 

a. "^Leadership training 

b . Cotnni 1 1 ee ac t i vi ties 

c. Community/ school relations 



/ 
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d. Regional and state contests 

(1) Spelling 

(2) Parliamentary Law 

(3) Public Speaking 

(4) Bssays • / 

(5) Bulletin Boards 

(6) Exhibits 

(7) Mr. FBLA 

(8) Miss FBLA 

(9) Junior Stenographer 
(10) Senior Stenographer 

LABORATORY APPROACH ^ 

a. On-the- iob-tri^ining (COE)_ technique ^ ^ 
Example: In Stenography II classes skills and techniques 

learned at school are applied on the job. 

b. Problem- so lying technique 

Example: In shorthand and stenography classes, when given 
a letter with occasional Islanks, students will 
fill in the appropriate word that they have 
V presumably missed in dictation in order to prepare 

for transcription skills. 

c. ' Simulation technique ' 

Example: Unit Proiect --A unit on electronic data process- 
ing as it relates to a secretary iS' presented in 
stenography classes. Such a project could be 
expanded to cover a simple payroll project and 
integrated with a unit on Elements of Fiscal • 
Records. . 

Example: Integrated Prbject '-In stenography classes a 

project is assigned that melds together different 
tasks such as taking dictation which includes 
financial quotations, verifying the amounts in 
the probljem, and then transcribing ,the material 
at the t^gewriter. ^ 
^Exaanple: In-basket Proiect --In the stenography classes, the 
studentswill pick up from their-'*iA-basket" daily- 
office routine assignments including minimal 
instructions for task completion, and they^st 
establish working priorities and will make the 
decisions necessary for submitting the completed 
work. 

Example: Practice Sets --In ^tenography'l^l asses a iearning-by- 
doing process becomes an effective teaching technique 
through the use of commercially published practice 
sets relating to filing ^ctivirt^es in an office 
or to office-style typewriting. 
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^Example: Block-time Ins true tion -»- Stenography classes 
are composed of two class periods set aside 
^ for a vocational office education program, 
A comprehensive systems approach is used which 
involves the Student as a "total worker" b'as^ 
on a student's career goal with extensive use 
^ of integrated practice and job simulation. 
Example:. Model Office -^ In stenography classes simulated , 
jobs which duplicate a Veal office are completed 
; in a realistic office situation when students 

are grouped by departments. There ^is continuous 
flow of work, decisions being maide by students 
on work priorities, and su|5ervision being 
assigned as a student responsibility. 

Organizational Alternatives 

1, SETTJNG 

a. A fully equipped shorthand and related training laboratory 

which is self-contained, designed and arranged 
to simulate an office environment. Individual 
.student work stations which include a variety 
of office machines and equipment are provided, 
Altemative--A large laboratory with individual stxident 
work stations which is adjacent^to a well- 
equipped office machines, room center, 

b. Access to departmental resource center and'^ school library/ 
' • * resource center, 

Alt;ernative--Access to specialized subschool resource 
center, 

2, PERSONNEL > ^ 

a, A certified teacher with a specialized endorsement in 
shorthand and rela-ted training areas with 
identifiable teacher competencies, 
, b. Qualified personnel with 'a background of practical 
» secretarial/clerical work experience, 
Alternative--For large-group instruction, team teaching > 
with qualified teachers or the use of trained 
paraprofessionals is an ^ffegtive means for 
providing greater individualization of teaching 
approaches in stenographic and related training 
areas, j ' . 
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II. Suggested Units 

A. Sample Unit — Reinforcement of Shorthand Theory, Dictation and 
Transcription (Extracted from Shorthand I Curriculum Guide) 



OUTLINE OF CONTENT 



ACTIVITIES 



1. Reinforcement of Shorthand Theory 

A. Denoting Unfamiliar Words 
*B. Reviewing Brief Forms and Phrases 
C. Automatizing Most-Used Words 

II. Dictation 

A. Speed Building on Familiar 
Material 

1. Letters 

2. Memos 

3. Reports 

B. Developing Endurance 

C. Three-minute Takes on Unfamiliar 
Previewed Material 

D. Takes of Short Mailable Letters- 
from New Material 

III. Transcription 

A. Dictation Takes 

' 1. Three-minute unfamiliar 
material 

2. Short mailable letters on 
new material 

* 3. Oral transcription of speed- 
building material oQcasionally 
p. Accepitable Format for^Letters, 
* Memos, Etc. 

C. Pr'oof reading and Error .Correction 

D. English Usage 

1. Continued presentation of * 
punctuation rules 
, 2. Application of punctuation 

material 

3. Correct spelling » word usage 
and division 

4. Reference to secretarial 
^ handbooks and zip code 

directories as needed 



1. Assign appropriat;e * 
shorthand homework 

2. Haye students read or 
transcribe from prepared notes* 

3. Have students spell, 
read, and practice writing 
new words 

4. Lead drill work in 
ai^omatizing most-used words 

5. Dictate practice 
material daily to build spied 
^ee Gregg Instructor's" 
Handbook) 

6. Use shorthand lab 
for dictation practice to 
suit individual student 
requirements 

7. Preview/and dictate 
new material containing 
familiar vocabulary to meet 
gra^ng standards and h^ve 
stuaents transcribe on the 
typewriter 

< 

8. Stress grammar usage, 
punctuation, word division, 
spelling, and vocabulary 

N 

9. Encourage students 
to use dictation records for 
tiuilding speed 

10. Discuss steno Federal 
Civil Service Examination 
requirements ^ ^ 
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B. Sample Unlt-^achlne Transcription 

(Extracted from Stenography II Curriculum Guide) 



OUTLINE OF CONTENT 
Machine Transcription 

A. Machine Operation Procedure 

1. Machine preparation 

2. Correct use o,f machine 

3. Previewing special marks 
on Indicator slip 

B. Building Basic Skill 

^ 1. Practice on selected 
paragraphs 

2. Error analysis 

3. Transcription tips 
C/ Related Learnings 

1. Typewriting skill 

2. English usage ^ 

3. Proofreading 

D. Development of Transcription 
Skill 

1. Letters 

2^ Manuscripts^ ^ 

3. Forms and memos 

E. How the Machine Is Used In an 
Office 

1. Routine dictation 

2. Miscellaneous Instructions 
to the secretary 

3. Proceedings of meetings 
and conferences^ 

4. After-office-hours dictation 

5. Taking Inventory 

6. Gathering notes by writers 

7. Recording telephone messages 
after office hours 

8. Receiving dictated belts 
through the mall 

9. Remote recording networks or 
PBX dictating system 

a. Police 
b* Hospitals 



ACTI^tETIES 

1 • Assign appropriate 
chapters In office practice 
textbooks 

2. Refer to manuals 
that accompany machines for 
machine operation and/or 
punctuation and vocabulary 

3. Prepare a bulletin 
board using posters, pamph- 
lets, and brochures from 
transcribing machine manu- 
facturers 

< 

4. Demonstrate st^ps 
to follow In operating the 
machine 

5. Assign selected 
recordings to be completed 

6. Prepare for th^ ^ ^ 
students an. Instruction sheet 
giving directions, jobs to be 
completed, and teacher and 
student self-evaluation 



For any student 
who hds achieved 
proficiency In 
the use of the 
transcription machine, assign 
special projects which will 
develop skills In his/her .areas 
^ of weakness 



When dictating - 
machine is available, 
hav^ students dictate 
original responses 
to s^l^cted correspondence 



7 . Take a tour t,o a 
word processing center 
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C. 



Sample Unit — Secretarial Orientation and Business'. Behavlo.r 
(Extracted from Stenography 11 Curriculum Guide)' ■ - 



OUTLINE OF CONTENT 
Secretarial ^Orientation and Review 

• 

ky^ Program Overview 

1. Course content 

2. Occupational goals 

3. Employment' opportunities' 

B. Review of Typewriter 
1 • Makes 

2. Parts 

3. Care 

C. ' Establishment o£ Goals for 

Shorthand and Typing . 

1. Review of records of 
previous skills 

2. Pretest ' 

"3. Individual counseling 

4. Contract 



P 



It is suggested that the teacher 
individually counsel with the 
student in regard to his/her 
acquired akilla and contract for 
future perfomancc growth 



The iBtudent should contract in 
shorthand on the basis of an 
jsicreaie of ten wpm by the end 
of each grading period. The 
typing contract should be based on the 
student individual performance to 
encfourage a realistic skill development 

D. Procedure?, and Practices 
1. Types of offices 

a. Financial^ 

b. General adiQlnlstration 

c. Staff (personnel and 
public relations) 
Professional 

> e. Government « 



ACTIVITIES 

. 1. Obtain speaker from 
National Secretari^es Asso- 
ciation, Washinj^tbn,/D. C. - 



2, Have currently 
'emp],oyed students share ^ 

job. experiences < 

3. Prepare a "bulletin 
board entitled' "Profes- 
sionalism Is Out; Goal" 

A. Use self-analystis 
techniques and/or motlva-^ 
tlonal charts ^ , 

5. Assign ca$e studies 
to be discussed- in c^a^ 

6. sDlscus$ etiquette, 
as applied to the office 

< 

7. Consult with knoi^r'l- 
edgeable persons in regard' 
to types of businesses,, 
various departments, and 
or^anizatiaps ' ^ 

8. Assign dally home- 
work and spot-check 
regularly 

I 

It is recommended 
tha^t throughout 
Steno II there be-'a 
short^hand assignment 
of a lesson per day regard- 
less of the InHflass instruc- 
tional program* 

9. Use shortliand lab-, 
for speed bulldog 

(cont .) 



*4 
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<cont.)^ 

OUTLINE W CONTENT 

BjLisiness Ethics and , Attitudes 

1. ^ tionesty 

2. "integrity 

•3. Mor^l judgment 
^,4. Pefsonai philosophy 
5. Personal efficiency 
Office and, Social Etiquette 
1. Manners 

.2. 0/fice housekeeping 

3 . ^Social-business situations 

4. Problems in office behavior 

5. ' OfTice socials • ' . 
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ACTIVITIES 

10. Prepare a model 
office using cutouts 

' 11. Discuss the "ideal*' 
secretary stressing the 
/little things that *Wke 
a difference" such as 
keeping a supply of stamps 
for the boss to buy for 
personal' correspondence 
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Grades 10-12 

Typewriting and Related Training Courses 

Beginning Typewriting 
1?ersonal Typewriting 
Advanced Typewriting 
Clerk-Typist I ' \^ . 
Clerk-Typist 11^ 
Integrated Typewriting \ , 

Stenography I ^ 

Stenography II 
Office Practice and Procedures 



I. Strategies -for Teaching and Learning 



1 



ERIC 



A. Instructional Approaches 

1 . INDIVIDUAL INSTRUCTION APPROACH . , ' 

a\ Repetitive practice technique 

Example: The drills In beginning typewriting and personal' 
I typewriting are repeated until the student has 

mastered the touch system of the keyboard 
4«ift^ automatically .\ , 

b. Job Instruction sheet technique . ^ 
E^iample: In clerk-typist and stenography classes, a job 

^ ^ . instruction sheet is presented in outline form 

J for the studeat to follow in typing and dupllca&lng 

a memorandum. * ^ — 

c. Individually prescribed Instruction (IPI) technique 

^ Example: In beginning typewriting individual drills could 

r • be assigned 1to enforce t€;chijique, accuracy, or 
^ ^ review^ the typing of problems in certain units. 

d. Learning activity package (LAP) technique 

^ Example: In clerk-typist and stenography classes the unit ^ 
, ' ""on alphabetic filing can be presented complete 

with instruction steps, illustrations and examples 
. (>f the filing rules, and culmlnatfe with exercises^ 
' applying those rules. 

e. Homework technique ^ 

Example: In typewriting and related training classes students 
are ass|.gned the study of word division rules and 
practice of dividing a given list -of words in 
' ^ I * , accordance, with the rules. 

f. ' Programmed instruction techniq ue 

Example: 'In clerk-t3rplst,^ stenography , advanced typewriting,* 
and off ice practice* and iprocedures classes, this 
technlqiie may be used i^n teaching the skills nefeHed 
to operj^te"^ magnetic tape editing typewriter, 
^ the executive typewriter, or duplicating equipment. < 
It may aleo be utilized through spelling dt English 
, ' programed booklets .In^ all^^f the typevfrlting ^nd* 

• related tralnljfig-^c lasses. < \* ^ ' ^ ^'^ 

■ " * ' I'-V/^"' HZ}' ^ 
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DISCOVERY' APPROACH 

a. Job gtudies technique 

Example: Clerk-typist classes employ the job studies 

technique' when a payrqll problem is presented 
so that the student must study and analyze the 
problem, determine the steps to be followed, 
and arrive at a conclusion for the most 
efficient method of completing the task. 

b. Siirveys technique * . ^ 
Example: In a class of Stenography II or Clerk-Typis>^ 

II, students may conduct a survey of last year's 
-graduates to get answers to questionnaires 
relating to the graduate* s present job, whether 
his/her preparation has been sufficient, current 
office practices, etc. They then tally the 
results and utilize them in determining which 
skills and knowledges are most needed and useful 
in their own, preparation for office work. 

GROUP APPROACH 

a. ^ Large-group technique 

Example^ In beginning typewriting 'and personal typewriting 
^ classes, large groups consisting of as many as 

90 students may receive instruction on the 
keybaard and on the explanation of proEl^tas, 
and may use the principles in practical proTM^m 
application. 

b. Small-group technique 

Example: Once the keyboard been taught and problems 

explained, studentsun beginning typewriting and 
personal typewriting\classes may be brought 
together in small gr<|^ps for individual help and 
to progress at a speed commensurate with their 
ability. , 

c. Battery technique 

Example: In advanced typewriting clerk- typist, office 

practice and procedures and stenography clasSes, 
basic problems or units reqtiiring the use of 
- equipment, suchvas duplication, may be expla,}.ned 
to the class as a whole before each student 
completes the 'assigned problems individually. 

d. Role-playing technique 

Example: Students in clerk- typist and stenography classes 
may be assigned different roles while on the 
I telephone unit where they have to display good 
office behavior and tact. In clerk-typist, 
stenography, and office practice and procedures 
classes, students can give demonstrations of 
w^iat is expected on a job interview.- 



V 
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UNIT APPROACH 

a. Case study technique 

Example: In clerk- typist, advanced typewriting, or 

office practice and procedures classes, students 
may be presented with typical or problem 
business situations that they must solve through 
discussion. They will draw upon their knowledge 
of business behavior that has been taught. 

b. Rotatyton plan technique 
Examble: In clerk-typist and office practice and procedures 

, classes, the students may rotate on the adding 
and calculating machines, duplicating equipment, 
magnetic tape editing typewriter, and executive 
typewriters, . The rotation plan is often used when 
there is a limited number of machines to provide 
initial basic training or exploration of equip- 
ment. 
SYSTEMS APIROACH 

a. Rroject or practice set technique 

Exanple: ^Projects such as filing^ office machines, and 

'payroll procedures may be assigne^ in the clerk- 
typist and office practice ai^d procedures classes. 
Beginning typewritirk clas^es"\pay' have projects 
such as a manuscriptt Practic^ sets may be 
assigned in clerk-t^ist ' or ^stenography classes 
to cover systems ly^rned or in advanced typewriting 
to cover units such as medical,' legal, o^- 
statistical typewriting. ' > 

b. Field trip technique 

Example: Fi'e.ld trips may be taken in clerk- typist, steno- 
graphy, and office practice afid procedures, classes 
to observe business office practices and to study 
an office system. * 
MULTIMEDIA APPROACH 

In all the typewriting and related training courses, the following 
techn iqiLes may be used: 

a. . Demons.trations 

(1) . Machines , ^ , 

' (2) ApplicationsV 

b. ^ Films ' , ' 

c. ▼Filmstrips with recorded presentations 

(1) Office practice techniques 

(2) Use of computationdl machines ' * 

d. Overhead projection transparencies 

e. Chalkboards 

f^ Speakers ' 
Videotape presentations 
(1) Typewriting techniques 

(2> Reproduction techniques ^ ' 

h. Record players " . 
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i. Skill-builder controlled readers 

(1) Typewriting drills '\ 

(2) Filing drills 

j. Tape recorders ^ ^ . 

W. Dictation-transcription machines 

1. Audio-tutorial slide-tape presentations 

COCURRICULAR APPROACH/FUTURE BUSINESS LEADERS OF AMERICA 

In all the typewriting and related training courses the 

following techniques may Ije used: 

a. Leadership training ' ^ 

b. Committee activities . ^ / 

c. Community/ school relations 

d. Regional and state contests 



(3 
"(4 
(5 
(6 
(7 
r (8 
(9 
(10 
(11 



Spelling 

Parliamentary Law 
Public Speaking 
Essays/^ 

B u 1 1 e kj5;<Boa r d s 
Exhibits ^ 



Mr. FBLA 
Miss FBLA 

Junior Clerk-Typist 
Senior Clerk-Typist 
Clerical 

-8. LAB0RATO|LY APPROACH ^ 

a. On- the- job training (COE) technique 

Examp'le: This technique may be used in conjunction with 
the Clerk-Typist II and Stenography II classes 
or office practice and procedures class to provide 
the opportunity to apply on the job what has 
been learned in the classroom. 

b. ^Erobl em- solving technique 

Example:^^ Problems such as memos, tabulated reports, and 

outlines can bfe assigned in beginning or advanced 
\ typewriting for the student to set up and type. 

c. Simulation technique 

Example: Unit Project ^-In beginning typewriting and personal 
typewriting, a unit project would consist of the 
initial presentation of techniques for erasing, 
typing of multiple packs, and changing of type- 
writer ribbons. 
Example: Integrated Prolect -'-In clerk- typist, stenography, 
and office practice and procedures classes, ^ * 
project is assigned which melds together previously 
^ learned skills, knowledgfes;' and attitudes involv»- 

^ ing the use of business ^ti^ 2ui<l the use' of tHe ^ 
' " . calculator into a t5rping*cask. 
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Example : In-basket Pro ject - - In . the' c lerk- typis tft. and^ 

stenography, classes, the student will ,,pick"'-^ . 
up from their '^in-ba'sket" daily pfflqe routine 
. „ assignment's including minimal instructions . 
for task coispletion, and they must^estabiish 
w(yEi^ing priorities ai>d wifll' make ■ the^ decisions 
Miece^ary for submitting toe completed work, ^".^ 
Exanq>le: Practice Sets --In ad varioed^ typewriting ahd^ 

office practice and' procedures classes, a learrf 



Example: 




Example : 



ing-by-doing process becpmes ^ efjfectiVe 
teaching technique through. thfe use otjE" comraercialr 
ly published practice sets relating to filing ' . 
activities 'in an office or to ofJE^ce^style , , 
typewriting. ^ ^ ' ' ^ • \ 

Block- time* Instruction - -Clerk- typist 'and 
•stenography classes ire composed ot^wo cla«s 
periods^ set aside tor asyocational office * 
education program. A com^fchensive, systems 
approach Is^sed whfclNia<r;^tvlbs t-h p gfyHox yf^ 
as.^ a "totad worker" based on ^ 'Student's career 
goal -with ektensive use of integrated practice 
and job si^lation.' . * '^^ ^ \ 

Model Office "-In Clerk- Typist II* and .Stenography il^ 
classes, simulated jobs which;' cfeiplic^^^ a je^l 
,offic&.at^ completed y\ a realistic o^ffice ' 
situation, when students' a^re grouped by dej>^rtments. 
There is Qontinuous flow of wpr fe; JBCl sioj^i Jbeing^ 
made by^tudents on wark "priorities, and stiper- 
vision 'Being assigned as, a student- responsibili^jy. 



B. "Organizatiohal Alt-ematives 



i^b 



1. SETTING ^ 

a. Typewriting- -A fully eSfbipp^d' laboratory facility, w;hich 
large enough to allow for large-group instruc- 

and f lex3ebi*IiCy ^pac e psage. ,r^.\ 
Altemative--Tradi*tiotLal-size basic classro^fT^ equipped' 
with tables^ typewriters /and chajkrs. ^ 

b. Career-Oriented Program--A large self-contained 'I'^bor^itOT^y 
which is designed ailJ arranged Xo simulate" 4n 
office environment, ' individual student* worlc ^ 

^ • stations lrtiich*include. a variety ^ cffficB 

m^tihines and ecjuipment are provixied*#A., ' ^ ; 
Altemative--A large laboratory with 'indiVidual^student 

woTk* stations wl^ich is adjacetit to ^a well-eqjiipperf >^ 
' * of f ice machines room- center./ ^ r ' ^ 

c. Access to -departmental res'ource' cen-ter ^nd school ,jlibi;a^/ 
resource centner.'* - - - 



Altefnative-^Access to specialized subsclftdl 



resource 



center. 
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2. PERSONNEL 

a. Typewriting--Certified teacher with an endorsement 

in typewriting and with identifiable teacher 
competencies* ' . ' . 

' b. Career-Oriented Programs-Certified teacher with a special- 
ized endorsement in typewriting and related >^ 
training with identifiable teacher competencies/* 
c. Qualified personnel with a background of practical office/ ' 
cle'rical work experience* 
Al temative--;;For large-group instruction, team teaching! 

with qualified teachers or the use of trained'*^ 
paraprof essionals^ is an effective means for \ 
providing greater individualization of teaching "\ 
^ approaches in typewriting and related training 

areas. 



^ 
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II.' Sugges'ted Units ' 

A. Sample Unit — Problem Solving apd Special Symbols 
(Extracted from^ Typewrit ing I fcurriculum Guide) 



OUTLINE OF CONtENT 

IV. Special"^ Symbols and Calculations for 
Initial Problem Solving ' 



B. 



Techniques 

Machine Manipulations—Settling 
Margin Stops 

1. 50-space line - -i' 

2. 60-space line 
'3. 70-space line 
Introduction of Keyboard 
Special Symbols 

Speed and Accuracy 

1. One-minute timings 

2. Drills — 

a. Word- letter- and 

' combination-response 
patterns , / 

b. Guided vritings 

c. Dictation* 

d. Statistical copy 

e. Rough-draft copy 

f. Proofreading 
Calculations of Initial Problem 
Solving ^ 

1. Inches converted ^to pica \, 
and elite V 

2. Centering titles horizontali] 

a. Backspace key 

b . Backspace-f rom-center 
metboi^y 



ACTIVITIES 

1. Continue technique 
improvement activities 

2. Have students type 
and'conrpare a 50-, 6ftr, 
and 70-space line 

3. Continue de^non- 
stration and practice 
activities 

' 4. Continue ^speed and 
accuracy building activities 

5. Have students t5rpe 
a square of ch^acters to ' 
illustrate horizontal and 
vertical inches ^ 



6. Have students 4* 
r * 
center own name, school, 

and date 



7. Assign the ''title 
of a probJ,em for students 
' to center and type 



Timed-jJTiJzing 
material should 
be of 1.4 syllable 
intensity 



ERIC 
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Sample jUnit— Business Letters, Tabulation, and Application ^ 
letters (Extracted from Typing I Curriculum Guide) ^ 



Guide) 



OUTLINE 'OF CONSENT 
VII. Skill Building—five Minute Timings 
VIII. Business Letters 

A. Special Variations 
, . 1. Opening lines 

a. Attention line 
\ b. Subject line 

2. Second page headings 

3. Closing lines 

a. Reference notations 
^ \ . b. Enclosures 
'c. Postscript 

B. Large- Envelopes 

1. Place&ent of s^pecial 
notatiqns 
' 2. , Placement of addresses 

C. Carbon Copies 

IX. ^Tabulation Review 

A. Open * ' ; . 

1. Leaders 

2. Groups 

3. Notes 

B. ' Bfoxecl 

1. > Leaders i 

2. Groups 
* 3.. t^otes* 

C. Ruled 
1. Leaders 
2'^ Groups 

3. ' Notes ' 

1 

X.^ Three-Page Letter 
XI. Applyihg for pUployment 

A. Application- Letter 

B. Data Shiet'i' 

C. Application Forms 
•S • - 



ACTIVITIES 

1. Coniiiaue speed and 
accuracy building 

2. Have students type 
mass mailings for school 
or PTA 

3. Have students add to 
their "Let;:er Style Manual" 
a section /on 2- and 3-page 
letters, c«bon copies, 

and envelopes 

4. Jlave students 
demonstrate proper tech- 
niques of correcting errors 
on carbon copies 

5* Have studej 
tabulate the wm?<rs of a. 
familiar s entice •into- two 
columns . /loipils learn to 
tabulate from one column 
t(/^tie other Vith fluency 
ka it helps to 'avoid thi^ 
typewriting of one column 
/at a time - 

^ 6. Discuss what takes 
.place during an employment 
interview and employment * 
te^ts 

7. ' Discuss Civil * 
Service requirements 

o 

8. Have students take 
an ad from the newspaper 
and .apply for the job ^ 
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Sample Unit— Specialized Typewriting Problems 

(Extracted from Office Practice and Procedures Curriculum Guide 



OUTLINE OF CONTENT 
Specialized Typewriting Problems 



11)5^ ' mat 



b, 

c^^ 

d. 
e* 
f . 



Refinement of Typewriting Ski 

1. Proofreading 

2. Corrections 

3» Use of dictionary and word 

division 
A. T3rping shortcuts 
a. Chain feeding 

' S,ubstituting one word 
for another 

Drawing lines/boxes with 
a pencil 

Assembling carbon packs 
Pocket for typing labels 
Eyejudgment .for setting 
margins ^ ^ , 

Insert sheet for bottom-of-. 
. ' page typing 

Writing between lines 
Gdrrespondence , " ^ 

^1. Letters (1- and 2-page) * - 

2. Styl-es ' . " ' 

3. Carbons (cc and bcc) 

4. ^Envelopes 

'2^. , Enclosures. ' 
6. Interoffice memos 
Forms 

1. Purchase orders and requisitions 

2. Invoices 

3. Bill of ladings ♦ * . < 

4. / Statements 
Tabulation 

1. Tables ' ^ 

2. Financial statements 

3. Within a letter 
Special t)rping 

1. Art t)rping 

2. Justified copy ^ 
a* Standard electric 

b. Executive 'electric v 

c. Composing typewriter 

3. ' Cafiera-riiady copy * 



APTIVITIES 

Teicher will select appro- 
iate Jobs from source \ 
material to be typed as job 
assignments 



1. Review and iexpl^in, 
'using transparencies if aval! 
able, letter styles, forms, 
techniques of tabulation, 
and /financial statements * 

^ 2. Have studenjfes type a 
least one jo"b.for each item 
mentioned in outline of con- 
tent 

3^ Have student verify 
rough draft of tables on 
adding machine and then* type 
tables, attaching tape to 
typed jobs ^ ^ 

4. Review proof reader.' s 
marks and demonstrate mettiod 
of making acceptable cbrrec- 
tions 

5. Review and explain 
t3^ingf* shortcuts 

6. Display copies of 
:?^udents' work on bulletin 

board' 

- Prepare trans^jar^*'. 

encies of actual ^ 
""■^^ business letters 
, I * to illustrate 
letter styles, 
parts, or principles 
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Sample Unit—Filing Procedures and Records Management 
(Extracted from Office Practice and Procedur es Curriculum Guide) 



OUTLINE OF CONTENT 



ACTIVITIES 



Filing Procedures and Records Manage- 
ment 



Pretest 

1. Application of rules 

2. Types of equipment and supplies 

3. Records control 
Definition, Purpose and Need for 
Filing 

Systems of Filing ^ 



B. 



F. 
G. 
H. 



I., 



Alphabetic 

2. Numeric 

3. Subject 

4. Geographic 

5. Chronological 
Basic Filing Rules and Terms for 
Coding, Sorting and Indexing 

1. Alphabetic 

2. Numeric 

3. Subject 
' 4. Geographic 

5 Cross-ref erencing 
Equipment and Supplies* 

1. Color-coordinated file cabinet 

2. Veridex 

3. Labels and Fasteners 
Current .Trend in Filing 
Types of Records 
The Information Process 
1* Procedures for maintaining a 

correspondence file 
' 2. Pa'th of a letter 

3. Preparing materials for filing 

4. Arranging of materials in folders 
Common Information System 

1.. Alphabetic filing organization, 
storing and systems 

2. Numeric ^filing organization, 
storing and systems 

3. ^ Subject filing 

a. Basic subject 

b. Numeric subject systems 
I c. > Decimal-numeric sub^l^ct system^ 
* Geographic filing organization^ 

and process 



1. Introduce unit by 
preparing a bulletin board . 
showing brochures of^ new 
filing equipment and methods 

2. Give pretest to de- , 
termine student weaknesses 

3. Review rules for fil- 
ing using the EbL Skill- 
builder and assign exe^rcies 
based on pretest results 

4. Give timed exercSes 

and drills in filing and re- ^ 
trieving correspondence 

5. Include in a 
simulated project 
a list of names . 

' and organiza- 
.tions to see how 
fast the telephone numbers 
and ZIP codes can be located 

6. Have stu- 
dents develop 
correspondence 
file pulling 

material from the established 
numerical file and-file 
alphabetically and/of geo- 
graphically 





4. 



* This symbol has been placed 
throughout the guide to indicate 
integrated activities 



(cont. ) 
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(cont, ) 



OUTLlJlE OF.' CONTENT 



ACTIVITIES 



Filing Equipi|)ent* and Supplies 
1, Correspondence files 
2.. Special filing cabinets 
3, ^Special filing supplies and 

accessories 
Records Control 

1 . Mana^ment 

2. Information retrieval 

3. Retention 

4. Transfer and storage' of file 
information 

5. Microfilm, microfiche and 
retrieval 




Have students who 
are employed de- 
scribe the filing 
system used by 
that firm 



Have a supervisor 
of a government 
agency speak to 
the 'group regard- 
iri^ the government filing 
syfetem 

7*. Have students set up 
a f ilifig system for 'class- 
room use 




V 



' ^ 8. Discuss case prob-: 

Jl* lemffe regarding the impor- 

t^mce of records management 



' vJ 



^ ■ 
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E. Sample Unit-'^Adding and Calculatihg\Machines \ 
(Extracted from Clerk-Typist I Curriculum Guide) 



'4' 



OUTLINE PF CONTENT 



\ 



V. Adding and Calculating MacKines 

A. Review of Arithmetic Skills 

1. Written pretest on jnathe- 
matical principles of 
percentages , fractions, 
decimals, and terras 

2. Using percent in business 
records 

3. Computing trade and cash 
^ ^ discounts ^ 

' A, Determining the amount \ 
of commission due on 
' commission sales 

5, Computing interest 'rates 
an^l Dank discounts 

6, Computing installment 
charges 

\ Addition and Sub tract ion "^i^ 
1, 10-k'fey adding machine 
Full-key adding machine, 
Printing calcxilatoia 
A. \Electronic calculdtx)r 
MffTKplicatio;! 

1, 10-key adding machine 

2, Full-ljCey adding machine 

3, Printing calculator 
A, Electrohic calculator 
Division ' \ . 
!• Print iijg calculator 
2, Electronic calculator 



3X 



(ACTIVITIES Cont,) 



8, 




Have st«dents 
verify and type 
from roygh draft 
financial, statements ^nd statis- 
tical reports, machine tape to 
be attached to finished job 



ERIC 




ACTIVITIES 

1, Pretest and analyze 
students* math skills and 
weaknesses 

2, * Review math principles 
as necessary and make indi- 
vidual assignments of 
appropriate problems to 
improve students* math 
weaknesses 

\ 

3, Distiiss text material 
on adding and calculating 
machines: j 

a. The use of! machines 
^ in the soljution of 

*v business problems- 

b. The operattor's. 
need for i^nder- 
standing basic 
math and tor 
developinp skill 
in operatjing 
machines 

^ 4. Demonstrate adding 
and calculating macMnes, 
giving special attention to 
decimals 

5, Have students, using 
short problems with answers 
showing, practice on mac]iines 

6, Build students' speed 
and accuracy Ijy^use of pfiL 
Skillbuilder—five minut/e per 
perlo^ . 

I 

?• Give timed drills on 
columns of figures / 

• (cont. in Outline/ Column) 



/ 



1 (\:\ 



I 
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F. Sample Unit — Telephone Training 

(Extracted from Clerk-Typist I Curriculum Guide) 



OUTLINE OF CONTENT 

Telephone Training and Duties of 
Receptionist . 

A. Basic Telephone Information 
L. Local calls 

2. Toll calls 

a . Person-to-person 

b . Station-to-station 

c. Conference 

d . Other 

3. Effect of time zones 

4. Types of equipment 

a. PBX 

b. Call director 

c. Button phone 

d. Data phone 
( 5. Directories 

^ " a. Alphabetic 

b. Classified ^-^^ 

6. Special services 
a. Infomatsdbn 
b». Repair seryice 

' c. Time and weather information- 

d. Automatic equipment 

e. Mobile s^cvice 

7. Telephone voice ^ 

a. Elements of speech: tone, 
pitch, inflection, resonance, 
speed, volume 

b. Attitudes: friendly, ^ 
^ interested, courteous^' 

' cooperative, helpful 

8. Handling calls 

a# Incomipg calls 

(1) Promptness in answering 
Identification 
Screeing calls — getting 
and giving information 
Transferring calls 
Getting information from 
employer as to hls/h^ 
-^^^..^^^hereabouts ^ 
(6) Taking messag^^-of f ice 

forms 
Outgoing ^calls 

(1) Local calls 

(2) Toll calls— Vhoice of 
service 



(2) 
(3) 

v(5) 



ACTIVITIES - 

1«. Assign reading of^- 
chapters on telephone 
communication, equipment, 
and services in basic office 
practice texts and/or 
supplementary sources; 
discuss with- students 

2. Show films and 
discuss 'these with the 
students 

3. Have students give 
their solutions orally to 
given problem situations 



te a speaker 
'elephone Company 
good telephone 



4. Inv 
from C & P 
to speak on 
tec hniques 

5. Have the- students 
prepare a bulletin board 
on the telephone unit 

6. Give students a ^re- 
taped message and have 

them follow the Instructions 
ot^ requests of t^ "caller" 
t^nd prepare the necessary 
message 

7. Have students. recCrd 
their voices on the tape 

■cordeir; play back; and 
'^offer suggestions for 
improvement 

* 

8. Have' students apply 
correct -procf^dures^ through 
role-playing which depict a 
variety of telephone prqblem 
situations using the tele- 
trainer or model office 
intercom if available 



(cont. ) 
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(cont.) 



OUTLINE OF CONTENT 

Telephone Records 

1. Reporting on toll calls and 
charges , 

2. Recording conversations 

3. Listing lErequentl^y called 
numbers 

Duties of the Receptionist 

1. Qreeting callers ■ , 

2. Making callers welcome and/ 
comfortable 

3. Making appointmentls 

4. Handling unexpected b^allera- 

5. Receiving, giving,, ar 
evaluating informati^ 
maicing referrals 

6. Keeping.La--NHi-&ii;^«-'^ 
callers' lo^ 



ACTIVIT-IES 



9,. Have students ' role 
pl^y situations encount^tfed 
by the receptionist ^'""'^ 



10. Have stud ep^ main- 
tain, type, i^e^ecords 
pertinent teKtelephone call 
the ernpl6yer*s apppintment 
ca^^dar, and office v 
^x^allers 



Grade 12 
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Cooperative Office Education-'-On- the- Job training 



1/ 



Stenography II 
Clerk- Typist II 

business Information Processing II 
Office Practice and Procedures 



1. Strategies for Teaching and Learning 

A. .'instructional Approaches 

1. INDIVIDUAL INSTRUCTION APPROACH 

^ ^ a. Individually prescribed instruction (IPI) technique 

(1) Basic knowledges 

(2) Basic skills 

(3) Attitudes 

b. Prograpied instruction technique 
^ JX) De\^^oping'^ basic skills 

(2) Developing basic knowledges 

c. Related classroom instruction technique 

(1) Reinforcement 

(2) Skill proficiency developnjent 

2. COCURRICULAR APPROACH/FUTURE BUSINESS LEADERS OF AMERICA 

a. Leadership training^ technique 

b. Committee activities technique . 

c. Community/ school relations technique 

d. Regional and state contests technique 

(1) Senior Clerk-Typist 

(2) Senior^ Stenographer 

(3) Junior Accounting, , 

(4) Data Processing \ \ 

(5) ^ Clerical * 
' (6) Mr. FBLA 

( ) Miss FBLA 

(8) Spelling ' 

(9) Public Speaking 
(10) Parliamentary Law 

3. LABORATORY APPROACH 

a. Training plans technique. 
- ^^ (1) Organized instruction 

'(2) Correlated fclassroom learning with on-the-job training 
(3)' Specified learning experiences on the, job 
Teacher-^cQ^ordinated supervision technique 
Training station supervision technique 
Actual working relationships t^chnique ^ > 

B. Organizational Alternatives 
' !• SETTING 

a. An office with wholesome surroundings »that can proyide a 
variety of diversified training experiences coWensurate 
with the individual student's catreer obj.ective. 



b. 
c. 
d. 



/ 
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Alternative--An office with wholesome surroundings, with 
limitations for providing diversification in 
training experiences, but able to meet the 
student* s career objectives, 
b. Job advancement and/or job reassignment within the company 
to another department with opportunity for specialized 
company training. 
Alterhative--Merit rating recognition and a pay increment, 
PERSONNEL ^ 

a. A school administration that is informed, involved and 
supportive in. all aspects of the program. 

b. A teacher-coordinator should have the following qualifications 

1. A student-centered Approach to teaching 

2. Insight 

3 . Personal flexibility 

4. Tendencies toward cri tical self -evaluation 

5. Willingness to assume the role of counselor when 
necessary 

6. Flexibility and creativity in approaching t;he teaching"! 
situation required ^ 

7. Personal dynamism 

8. Willingness to expend effort and energy beyond the 
minimum required 

9. Positive, accepting and caring attitude 

10. High degree of administrative ability and school- 
community relations experience and expertise 
A teacher-coordinator must haye the following qualifications: 
^ 1. A baccalaureate degree in business education from an > 

accredited college or a baccalaureate degree in business 
administration with a minimum of 12 hours of professional 
business education subjects 
2, A minimum of 480 approved hours. of occupational 
experience ' 
' 3. Two years of successful teaching experience in^busines* 
'ed,ucat;ion 

4. ^ The personality and, ability to meet arfd work with 

school personael, parents and busir^ess leaders in - 
the community 

5. Teacher certification and encjorsement for teaching in 
the stenographic, cler.k- typist and office practice 
programs 

6. Familiarity with business praqfices and employment 
problems for securing and maintaining the cooperation 
of business 

7. Ability to get along with people and a strong desire ' 
to work with high school youth 

c. An on-the-job training supervisor should possess the * 
following traits: , 

1. Competency In occupation / 

2. Ability to organize and conduct job instruction ' 

3. Personal traits and work ^iab:bts which the student ca 
emulate 
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4. Ability to coiiiraunicate with and relate to 
supervisojcs,^ co-worker3, and subordiaates 

5. Interest in training COE students 

6. Specific skills and attitudes required to work 
with- itiexpeijienced students 

-7^. Willingness to'work-with school coorcjinator in 
\^pl«pning instruQ^tiptt 'and evaluating student 
^tJrojgrefcs ^ * 
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II. Suggested Unit~Cooperative,Of f ice Education^' 
Sample Unit — Preparation for Employment 
(Extracted from Stenography II Curriculum Guide) 



OUTLINET OF CONTENT 



• • • • 

II • Application-£pr A Position 



Letter of Application 
1. Letter form and content 
Resume reviewed' and typed 
Apiioinpnent letter received 



2. 
3. 
4. 



Interview 



a. Personal" folder 



5. 

6, 



Letter of application 
Res.ume' 

Letters qf recommen- 
dation 
v(4) ^ Certif iqate of 
Proficiency 
Notebook and supplies 
Sample of production 
work ^ ' , 

b. Grooving , ^ 
Follow-up 

Acceptance of position 



(1) 
(2) 
(3) 



(5) 



********************************************* 

Between the job interview and the job offer, 
it is suggested that a lapse of one week be 
used for counseling pertaining to anticipated 
employment. * ' 

********************************************* 

« B. business Ethics and Attitudes 

1. Review of honesty, integrity, 
moral judgment, and personal 

t ^ philosophy 

2. ' Personal-business beliefs and 

concepts 




ACTIVITIES 

1. Have students com- 
pose a lett^ applying for 
a position and prepare 
-resume - . 

Teacher should pre- 
pare a form letter 
for the appointment 
and insert the day, 
time, and place 

DThe interviewer can 
be a COE coordinator,- " 
k member -from personnel 

of a local business* 
firm, C & P Telephone Co., 
teacher or a guid^ance person 
\ 

2. Arrange for students 
to prepat^ a personal fold- 
er 'consisting of material 

as indicateJK^n the content 
outline >^ 

DA job b^f er can be 
in the form of a 
telephone message 
or formal letter and 
should be commensu- 
rate with office simulation 
positions 

3. Stress ethics and 
attitudes in individual ' 
counseling 

^ Each student should 
be counseled with 
suggestions pertain- 
ing to his/her strengths 
weaknesses, and/or handi- 
caps and how, these^ will 
relate to future success 



(cont . ) 



1. 



(cont.) 

OUTLINE OF CONTENT 
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b. 
c . 
d. 
e. 
f . 



C. Interpersonal Relations 
1. Emotional conflicts 
a. Causes 
• b. Adjustments 
.2. Development of personal 
attributes 
a. Punctuality 

Physical health 
lutegivity 
Leadership 
Attitudes 
Resourcefulness 
3. Personal efficiency 

a. Identifying job responsibili- 
ties 

b. Planning and organizing work 

c . Follow-up on work 
lX*.'^-P«ychology and Human Relations In 

The Office 

1. Humih* relations ^ \ 

a . Personal ,*situations 

b. Business "situations 

c. Working together 

^ d. Hostile environnysut 

2. Business psychology 

a. Personal problems ' 

b. Critical incidents' 
E. Money ; Management* 

1. Managing income 

2. Managing expenditures 

3. Oi^ganizing work 




ACTIVITIES , 

; 4. Assign research on 
content outline topics 

Have cooperative 

office education 

students bring to 

class for discussion 

examples of situations 

applicable to human 

relations , 

« 

'5. Discuss the effect 
office situations might 
have on personal beliefs 
and concepts 

6. Have students .secure 
from office personnel infor- 
mation related to main- 
taining functional office 
conditions and make reports^ 
for class discussion \ 

7. Discuss what a 
budget involves and the ^ * 
importance of using *X)ne 

8. Haye ^tudei^s pre- 
pare a budget related to 
their owi\ income and 

e X p e n i^tf"^*.^..^ 

9. Prepare a bulletin 
board emphasizing job 
opportunities relating, to ' 
the o£fice simulation 
pCFfiitioiis or ''After • 
cVadua ;l(?aT-Wha't ? 



10. 

studife*s 



Discuss case 



